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SECTION  1:  HIGHLIGHTS 


This  year  marks  the  seventh  annual  closing  and  eighth  annual  opening  of  Massachusetts  Management 
Accounting  and  Reporting  System  (MMARS).  You  will  notice  that  this  year  also  marks  the  first  time 
that  both  the  Closing  and  Opening  instructions  are  contained  under  one  cover.  For  ease  of  use  and 
organizational  purposes,  the  Office  of  the  Comptroller  (CTR)  is  publishing  instructions  to  highlight  the 
most  important  aspects  of  closing  and  opening,  and  also  to  reference  pertinent  MMARS  memos  and 
Administrative  Bulletins. 

Some  items  for  special  attention  include  audit  verification,  the  various  technology  projects  including 
the  new  Payroll  Cost  Reporting  System  (PCRS),  Project  Accounting  and  Reporting  Subsystem  (PARS) 
and  Billing  and  Accounts  Receivable  (BARS)  Phase  II  and  the  various  projects  underway,  and  yet  to 
start,  funded  by  the  Information  Technology  bill.  Also  readers  should  refer  to  Appendix  A,  the 
CLOSING/OPENING  checklist  which  lists  important  dates  and  deadlines.  This  should  be  particularly 
helpful. 

This  book  is  being  distributed  on  April  20,  1993  at  the  CLOSING/OPENING  general  session  and  at 
the  subsequent  CLOSING  and  OPENING  sessions  coordinated  by  the  Department  Assistance  Bureau 
within  the  Office  of  the  Comptroller. 

As  in  previous  years,  subsequent  memos  will  be  published  as  necessary  to  cover  all  changes  and 
updates  to  the  procedures  contained  in  these  instructions. 


-  CLOSING  - 


JUNE  30TH  CUT  OFF  FOR  PAYABLES  AND  REVENUE  RECOGNITION 

The  watershed  date  for  differentiating  payables  and  revenue  pertaining  to  FY93  versus  FY94  is 
Wednesday,  June  30, 1993. 

For  payables,  goods  and/or  services  must  be  received  in  the  respective  Department  locations  not  later 
than  June  30th  to  be  charged  to  FY93.  If  an  acceptance  period  is  required  it  must  conclude  prior  to 
the  end  of  accounts  payable.  There  must  also  be  a  sufficient  encumbrance  for  such  goods  and/or 
services;  the  actual  vendor  invoice  and  the  payment  to  the  vendor  may  take  place  at  any  time  after  the 


two  prior  steps  but  before  August  31,  1993.  The  deadline  for  encumbrances  and  receipt  of  goods 
and/or  services  by  June  30,  1993  is  firm. 

For  revenue  recognition,  cash  must  be  received  at  the  respective  Department  location  by  Wednesday, 
June  30,  1993.  By  Thursday,  July  1,  1993  the  confirming  cash  deposits  (CR)  must  be  made  with  the 
State  Treasurer's  Office. 


AUDIT  VERIFICATION  OF  YEAR-END  CLOSING  ACTIVITIES 

The  Office  of  the  Comptroller,  with  assistance  from  the  Office  of  the  State  Auditor,  Department  of 
Revenue  Internal  Audit  Unit  and  the  independent  audit  firm  hired  to  perform  the  State  Single  Audit 
will  again  be  working  with  departments  to  ensure  proper  year-end  cutoffs  for  cash,  revenue, 
encumbrance  and  advance  management. 

The  State  Auditor's  Office,  with  input  from  the  Office  of  the  Comptroller,  will  be  selecting 
departments  in  May  and  on-site  audits  will  begin  in  June  and  continue  through  July  1993. 

The  results  of  these  on-site  visits  are  used  by  the  Office  of  the  Comptroller  as  part  of  the  State  Single 
Audit  and  relied  upon  in  the  preparation  of  annual  financial  reports.  This  information  is  also 
distributed  to  department  managers  for  follow-up. 


CTR  STATEWIDE  ACCOUNTS 

The  Office  of  the  Comptroller  manages  three  accounts  on  behalf  of  all  state  departments.  If 
departments  use  these  accounts,  it  is  important  to  forward  any  documentation  to  the  Office  of  the 
Comptroller  to  ensure  prompt  payment  before  the  closing  of  FY93.  For  FY94,  Departments  should  be 
assessing  their  potential  need  of  these  accounts.  These  accounts  are: 

•  Prior  year  deficiencies; 

•  Court  judgments  and  settlements;  torts; 

•  Expiring  capital  encumbrances; 

Instructions  for  each  of  these  accounts  have  been  sent  to  all  departments.  If  your  department  needs 
copies  of  instructions  or  has  an  issue  that  may  involve  one  of  these  accounts,  please  contact  Deb 
Chalmers  of  the  Office  of  the  Comptroller,  at  727-5000  ext.  258. 


FIXED  ASSETS 

The  Fixed  Asset  Subsystem  is  now  available  for  department  use.  The  initial  round  of  training  has  been 
completed.  Details  of  this  training  are  in  the  Comptroller's  Spring  Training  Catalog.  Departments 
should  now  be  using  the  Fixed  Asset  Subsystem  for  FY93  acquisitions  and  betterments.  Watch 
MMARS  news  for  further  updates. 


STATE  FINANCE  LAW 

Most  activities  performed  by  state  departments  are  governed  by  the  provisions  of  General  Laws 
Chapter  29,  known  as  state  finance  law.  Business  relationships  and  financial  transactions  must  be 
documented  (contracts  or  other  mandated  minimum  requirements)  and  absent  specific  legislative 
authorization,  all  accounts,  funds,  payments  and  revenues  must  be  processed  through  MMARS. 

Departments  are  reminded  that  they  are  required  to  operate  within  appropriated  levels.  Transfer  of 
expenditures  and  or  funds  between  accounts  must  be  specifically  authorized  in  the  state  finance  law  or 
the  General  Appropriation  Act  (GAA).  A  summary  of  certain  provisions  of  state  finance  law 
applicable  to  department  heads  and  other  state  officials  will  appear  in  a  new  MMARS  Memo  to  be  issued 
shortly. 


OPENING  - 


INFORMATION  TECHNOLOGY 

On  September  24,  1992  the  Commonwealth  of  Massachusetts  enacted  the  Information  Technology 
Capital  Outlay,  which  provides  approval  and  funding  for  "...the  acquisition  and  upgrade  of  major 
information  technology  systems"  throughout  the  State.  Four  of  the  projects  to  be  undertaken  by  the 
Office  of  the  State  Comptroller  as  a  result  of  this  legislation  include: 

1 .  RE-MMARS/MMARSTECH 

2.  Billing  and  Accounts  Receivable  System  (BARS) 

3.  Payroll  Cost  Reporting  System  (PCRS) 

4.  Cash  Management 


RE-MMARS 

The  primary  purpose  of  the  RE-MMARS  project  is  to  reassess  and  improve,  as  necessary,  the  manner 
in  which  the  Commonwealth  manages  and  controls  the  disbursement  of  public  funds.  Also,  since  the 
current  state  accounting  system  is  being  modified,  opportunities  are  created  to  enhance  support  to 
related  fiscal  activity  such  as  purchasing,  budgeting,  and  cash  processing.  To  reach  these  goals  the 
initiative  has  been  organized  into  two  projects,  RE-MMARS  and  MMARSTECH. 

The  RE-MMARS  project  will  improve  cash  management  capabilities,  take  advantage  of  vendor 
payment  discounts,  enforce  rigorous  expenditure  processing  standards  across  Commonwealth 
departments,  centralize  and  improve  tax  reporting  information  by  the  Commonwealth,  reduce 
processing  inefficiencies  inherent  in  the  weekly  payment  cycle  and  eliminate  the  need  for  delegated 
payment  systems,  improve  scheduling  and  forecasting  capabilities  in  relation  to  disbursements  and 
maximize  interest  earnings. 

Specific  functionality  to  be  addressed  within  the  RE-MMARS  project  includes  but  is  not  limited  to: 
statewide     encumbrance     accounting,     disbursements     forecasting,     disbursements     scheduling, 


disbursements  processing  including  EFT  and  EBT  implications,  payee  information  management,  tax 
reporting,  daily  disbursement  processing  and  other  functionality  of  interest  to  the  Purchasing  Agent, 
Treasurer,  and  Budget  Bureau. 


MMARSTECH 

MMARSTECH  is  a  project  to  acquire  and  implement  the  enabling  technology  for  RE-MMARS  and 
other  collateral  projects.  The  implementation  of  all  MMARSTECH  enhancements  and  features  is 
scheduled  to  be  complete  by  the  end  of  calendar  1994  depending  on  other  IT  Bill  projects. 

The  primary  results  of  the  MMARSTECH  project  will  be  1)  the  evolution  of  the  current  mainframe 
system  to  a  client  server  architecture  with  new  front  end  user  interfaces  to  simplify  access  to  data,  and 
2)  the  development  and  implementation  of  new  hardware  and  software  standards  that  will  make 
maximum  use  of  the  open  system. 

Specific  objectives  to  be  addressed  and  benefits  to  accrue  as  part  of  the  MMARSTECH  project  include 
upgrades  to  current  MMARS  Core  System  Software,  introduction  of  PC-based  development 
techniques/tools  to  increase  the  productivity  of  the  application  development  process,  improvements  to 
data  access  at  the  central  and  departmental  levels  through  the  installation  of  enhanced  decision  support 
and  executive  information  system  tools,  and  to  streamline  and/or  re-engineer  paper  intensive  operations 
using  scan  technology  (such  as  barcodes)  as  well  as  full  -  fledged  image  processing  and  storage 
systems. 


BILLING  AND  ACCOUNTS  RECEIVABLE  SUBSYSTEM  (BARS)  -  PHASE  II 

Phase  I  of  BARS  has  been  implemented,  allowing  departments  to  manage  their  accounts  receivable  as 
well  as  to  initiate  invoices,  statements  and  renewal  notices.  Beginning  in  FY94,  Phase  II  projects  will 
be  ready  for  installation  and  implementation.  Phase  II  will  include  an  enhanced  Interdepartmental 
Billing  process  for  authorized  chargeback  business  that  will  automate  many  of  the  manual  procedures 
currently  being  used  by  buyers  and  sellers.  Other  Phase  II  development  efforts  include  an  automated 
intercept  function;  added  functionality  for  renewals;  enhanced  payment  schedule  features;  and 
additional  distribution  capabilities. 


INTERDEPARTMENTAL  BUSINESS 

Enhanced  Interdepartmental  Chargebacks 

For  FY94,  the  Office  of  the  Comptroller  will  implement  a  major  enhancement  to  MMARS  which  will 
streamline  and  automate  interdepartmental  chargebacks,  as  well  as  help  ensure  compliance  with  state 
finance  law.  This  enhancement  features: 

•  On-line  approval  of  authorized  chargeback  department  status 

•  Reduced  manual  paperwork  requirements 

•  Combined  encumbrance  &  estimating  output 


•  Automated  billing  &  payment  support 

•  Increased  on-line  inquiry  and  reporting  of  chargeback  and  buyer  department  information, 
including  total  amount  encumbered  and  expended  by  service,  billing  dates,  frequency  and 
account  status 

Buyer  and   Seller   departments   will   be  receiving   information  on  training   for   interdepartmental 
chargebacks  in  the  near  future. 


PAYROLL  COST  REPORTING  SYSTEM  (PCRS) 

The  Office  of  the  Comptroller  (CTR),  in  conjunction  with  the  Office  of  Management  Information 
Systems,  is  designing  a  new  Payroll  Cost  Reporting  System  (PCRS).  PCRS  is  the  new  automated 
system  between  payroll  and  MMARS. 

PCRS  has  two  objectives: 

•  To  provide  automated  funds  availability  checking  to  verify  statutory  compliance  for  payroll 
charges  prior  to  releasing  payroll. 

•  To  provide  department  defined  labor  distribution  to  allow  for  department  cost  accounting. 

PCRS  Phase  I:  Will  implement  the  PCRS  system  which  interfaces  with  MMARS  and  the  three 
Commonwealth  payroll  systems  PMIS,  CAPS,  and  HRMIS.  This  phase  will  automate  the  existing 
manual  funds  availability  and  conditional  payroll  processes,  thus  making  it  easier  to  assure  adequate 
appropriations  exist  to  support  payroll.  This  phase  will  be  accomplished  through  a  series  of  tables 
which  will  be  maintained  by  CTR  based  on  input  from  departments.  Through  flexible  edits  and 
alternate  funding  sources,  we  will  be  able  to  eliminate  much  of  the  repetitious  weekly  communications 
and  expenditure  correction  transactions  necessary  to  support  manual  procedures  used  today.  Phase  I 
will  be  implemented  in  May,  1993.  The  Office  of  the  Comptroller  is  presently  contacting  departments 
to  inform  and  train  users  in  what  will  be  necessary  to  implement  PCRS  phase  I. 

PCRS  Phase  II:  Will  incorporate  labor  distribution  into  PCRS.  A  time  collection  facility  is  being 
developed  to  provide  increased  efficiencies  and  eliminate  duplicate  data  entry  through  a  single  point-of- 
entry  for  payroll  and  labor  distribution.  This  phase  will  support  labor  distribution  for  all  MMARS 
attributes,  and  will  provide  six  additional  attributes  which  will  be  department  defined.  Statutory 
compliance  will  be  expanded  to  include  flexibility  to  direct  payroll  charges  to  alternate  accounts  by 
position,  thus  completely  eliminating  the  need  for  expenditure  corrections  relating  to  payroll.  Upon 
completion  of  phase  II  departments  will  have  access  to  this  refined  data  at  the  employee  level  which 
will  be  in  sync  and  in  balance  with  MMARS.  Phase  II  will  have  navigation  and  MMARS  transaction 
impacts  for  all  state  departments.  Implementation  of  Phase  II  will  begin  during  FY  94,  with 
completion  scheduled  by  June  30,  1994. 


CASH  MANAGEMENT 

Cash  Management  Improvement  Act  of  1990 

This  Federal  law  provides  for  the  equitable  transfer  of  funds  between  federal  agencies  and  state 
programs.  The  CMIA  applies  to  federal  programs,  both  grants  and  reimbursements.  The  goal  of  this 
law  is  to  fund  checks  when  presented  for  payment.  We  will  implement  CMIA  to  avoid  any  interest 
owed  to  either  government  resulting  from  premature  draw-downs  or  delayed  payments. 

Implementation  is  scheduled  for  July  1,  1993  (FY94).  A  department  overview  meeting  was  held 
recently.  Departments  with  funds  in  major  programs  as  outlined  in  CMIA  will  be  implemented  on  July 
1,  1993.  All  other  programs  will  be  phased  in  during  FY94  for  full  compliance  by  FY95. 

CMBR/  CASH  TAPE  Project 

The  CMBR/CASH  TAPE  Project  consists  of  a  number  of  projects  being  undertaken  by  the  Office  of 
the  Treasurer  (TRE)  and  the  Office  of  the  State  Comptroller  (CTR)  to  improve  cash  management 
practices  and  revenue  processing  for  the  Commonwealth.  Use  of  improved  technologies,  such  as 
scanning,  sweep  accounts,  lock  boxes  and  credit  cards,  will  permit  the  electronic  transfer  of 
information  which  currently  is  manually  recorded  on  TRE's  Cash  Management  System  (CMS)  and  the 
Commonwealth's  accounting  system  (MMARS).  Stream-lining  of  TRE's  role  in  posting  revenues  will 
permit  the  redesign  of  MMARS  revenue  transactions  into  one  transaction  which  will  eliminate 
redundant  data  entry  requirements  at  the  department  level  and  TRE  and  provide  single  thread 
processing.  Additional  enhancements  to  MMARS  screens  concerning  investments  and  approvals  of 
certain  expenditure  reversal  transactions  also  require  changes  in  how  information  is  passed  between 
CMS  and  MMARS.  These  sub  projects  are  therefore  included  in  the  CMBR/CASH  TAPE  project. 

DEBT  MANAGEMENT 

The  Treasury,  the  Office  of  the  Comptroller,  and  the  Executive  Office  for  Administration  and  Finance 
have  begun  a  joint  development  project  to  create  a  new  debt  subsystem  that  integrates  data  managed 
currently  on  two  different  systems  designed  to  account  for  and  manage  the  capital  obligations  of  the 
Commonwealth.  The  debt  management  subsystem  will  replace  the  current  duplicative  and  outmoded 
debt  accounting  and  management  systems  being  used  by  the  Commonwealth.  Implementing  one  debt 
management  system  in  a  shared  LAN  based  application  accessible  to  the  Office  of  the  Comptroller 
(OSC),  the  Office  of  the  Treasurer  (TRE),  and  the  Executive  Office  for  Adminstration  and  Finance 
(ANF)  will  result  in  improved  control  of  the  debt  management  function  and  improved  management  of 
long-term  obligations.  It  is  anticipated  that  this  new  system  will  be  in  place  by  the  fall  of  FY94.  It 
will  have  no  operational  impact. 


PROJECT  ACCOUNTING  AND  REPORTING  SUBSYSTEM  (PARS) 

In  addition  to  the  information  technology  projects  discussed  above,  the  Comptroller's  Office  and  the 
Office  of  Management  Information  Systems  are  currently  engaged  in  a  joint  project  with  the  Division 


of  Capital  Planning  and  Operations,  the  Massachusetts  Highway  Department,  and  the  Executive  Office 
of  Communities  and  Development  to  replace  these  departments'  stand  alone  project  tracking  systems 
with  a  new  MMARS  subsystem  called  PARS. 

PARS  will  allow  "project"  accounting  information  to  be  accounted  and  reported  on  definitions  and 
specifications  decided  by  individual  departments.  This  "view"  will  be  in  addition  to  current  views 
such  as  line-item,  organization,  and  program. 

Release  I  of  PARS  occurred  in  March  when  the  Massachusetts  Highway  Department's  project 
accounting  and  federal  highway  billing  system  was  converted  to  PARS.  The  four  character  "Activity" 
field  was  added  to  MMARS  transactions  for  this  purpose.  Release  II  is  scheduled  for  this  summer  and 
additional  information  will  be  available  at  that  time. 


INTERDEPARTMENTAL  SERVICE  AGREEMENTS  (ISAs) 

815  CMR  6.00  governs  all  interdepartmental  fiscal  transactions  and  services,  including 
Interdepartmental  Service  Agreements  (IS As). 

All  interdepartmental  business  is  being  streamlined  for  FY94.  Authorized  chargebacks  are  being 
automated.  The  Master  Interdepartmental  Service  Agreement  is  being  signed  by  all  departments  for  5 
years,  and  joint  business  venture  and  federal  sub  -  recipient  ISA  documentation  will  be  limited  to  a  two 
page  account,  budget  and  scope  document.  Interdepartmental  business  will  be  handled  with  other 
encumbrances  and  contracting  in  the  Procurement  Unit.  Additional  information  will  be  in  a  future 
MMARS  Memo. 


EXPENDITURE  CLASSIFICATION 

The  Office  of  the  Comptroller  will  reissue  the  Expenditure  Classification  Handbook  for  use  in  FY94. 
The  changes  strengthen  the  Expenditure  Classification  Handbook  by  clarifying  definitions,  adding  new 
object  codes  when  appropriate,  updating  primary  legal  authority,  oversight  departments,  type  of 
underlying  agreement  documents,  MMARS  encumbering  and  payment  transaction,  and  tax  reporting. 

Departments  must  utilize  the  updated  Expenditure  Classification  Handbook  for  FY94  document 
processing.  The  Expenditure  Classification  Handbook  will  be  distributed  at  the  Closing/Opening 
training  sessions.  Additional  copies  may  be  purchased  through  PGS. 


MMARS  REPORTS  AVAILABLE  ON  MICROFICHE  TO  DEPARTMENTS 

MMARS  reports  (weekly,  closing,  and  monthly)  continue  to  be  available  on  microfiche.  The 
microfiche  transparencies  are  4"  by  6"  and  are  used  in  conjunction  with  microfiche  readers  or 
reader/printer  devices.  Each  transparency  may  hold  up  to  192  report  pages.  Reports  on  microfiche 
result  in  a  significant  decrease  in  storage  space  and  reduce  paper  output  (saving  trees  and  dollars). 
Each  week  a  tape  is  produced  from  the  PHOBOS  output.  This  tape  is  used  to  produce  the  report 
microfiches.    Microfiche  processing  and  equipment  costs  are  the  responsibility  of  the  department.    A 


reader/printer  is  approximately  $1,000  to  $1,500.  Readers  are  available  for  $400  to  $700.  The 
Comptroller's  Office  is  currently  contracting  with  ANACOMP,  Inc.  to  provide  all  microfiche 
processing.   Costs  for  processing  are  as  follows: 


Per  Transparency  (Fiche)  Charge  .065  $0,065 

Per  Page  (Screen)  Charge .0045  x  192  =  $0.864 

Total  Cost  per  192  page  report  $0,929 

Departments  are  encouraged  to  receive  their  reports  on  microfiche  and  contact  the  Pre-Audit  and 
Operations  Bureau  within  the  Office  of  the  State  Comptroller  for  further  information. 


RENEWAL  OF  SIGNATURE  AUTHORIZATIONS 

Obligations,  payments  and  other  financial  transactions  made  on  behalf  of  the  Commonwealth  must  be 
properly  authorized.  The  Legislature  appropriates  funds  to  each  department.  The  department  head  is 
personally  charged  by  law  with  the  responsibility  for  the  use  of  these  funds  regardless  of  whether  (s)he 
actually  signs  the  encumbrance  or  expenditure  documents.  Annually,  department  heads  must  file 
delegation  of  this  authority.  This  process  must  be  completed  prior  to  FY94  transactions.  Please  see 
MMARS  memo  #168 A  for  instructions  and  forms. 


MAILING  LIST  UPDATES 

It  is  crucial  that  the  Office  of  the  Comptroller  be  made  aware  of  any  changes  in  the  department's  key 
contacts  (e.g.,  MMARS  Liaison).  The  Comptroller's  maintains  a  database  of  the  department's  key 
contacts  which  is  used  to  mail  MMARS  Memos  and  other  important  communications.  The  vehicle  for 
these  updates  is  the  Comptroller's  Mailing  List  Update  (Appendix  D). 

The  following  is  a  listing  of  the  key  contact  types  maintained  by  the  Office  of  the  Comptroller: 

Department  Head 
Chief  Fiscal  Officer 
MMARS  Liaison 
Legal  Counsel 
CAPS  Liaison 
PMIS  Coordinator 
GAAP  Coordinator 
MMARS/CAPS  Security 
PARIS  Security  Representative 
Records  Coordinator 
Single  Audit  Liaison 
1099/W2  Coordinator 
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TAX  EXEMPT  LEASE  PURCHASE  (TELP) 

The  Executive  Office  for  Administration  and  Finance  is  in  the  process  of  issuing  an  Administrative 
Bulletin  to  ensure  that  all  capital  leases  are  executed  in  the  most  cost  effective  manner  possible.  This 
bulletin  will  require  that  all  capital  leases  be  executed  through  the  Commonwealth  TELP  program 
administered  by  the  Office  of  Management  Information  Systems  unless  the  department  receives  a  waiver 
from  the  Executive  Office  for  Administration  and  Finance.  It  is  anticipated  that  this  Administrative 
Bulletin  will  be  effective  for  the  opening  of  FY94. 


SECTION  2:  APPROPRIATION  AND  ACCOUNT  MANAGEMENT 


This  section  highlights  management  of  accounts  through  both  the  closing  and  opening  processes.  You 
will  find  detailed  information  regarding  supplemental  and  deficiency  appropriation,  balance  forward, 
and  encumbering  issues. 


-  CLOSING  - 


APPROPRIATION  AND  ACCOUNT  MANAGEMENT 

Account  management  should  be  a  primary  concern  when  scheduling  transactions  relevant  to  the 
closing.  It  is  the  responsibility  of  the  Departments  to  coordinate  the  Secretariat  and  Budget  Bureau 
approval  for  the  prerequisite  transactions.  Departments  are  also  urged  to  resolve  any  issues  on 
financial  plans  so  as  not  to  delay  subsequent  accounting  transactions  necessary  to  the  closing. 


SUPPLEMENTAL  AND  DEFICIENCY  APPROPRIATIONS 

For  Departments  that  will  be  affected  by  the  enactment  of  Supplemental  and  Deficiency  budgets, 
special  treatment  will  be  provided  by  the  Office  of  the  Comptroller  and  Budget  Bureau.  Departments 
with  late  supplemental  appropriations  pending  should  contact  their  Budget  Bureau  analyst  for  status  of 
the  supplemental  and  Michael  Weld  at  the  Office  of  the  Comptroller  for  encumbrance/payroll 
assistance. 


BALANCES  FORWARD  (BF) 

The  first  automated  BF  transaction,  for  appropriation  account  types  02,  03,  and  04  will  be  generated 
after  final  FY93  payroll  and  fringe  is  processed.  This  is  scheduled  to  occur  July  9,  1993. 
Thereafter,  BFs  for  these  appropriation  account  types  will  process  nightly. 

BFs  will  not  occur  in  appropriation  account  type  01  and  account  type  02  where  the  original 
authorization  has  expired  unless  authorized  in  legislation  and  only  in  amounts  allowed  by  that 
legislation.  Appropriation  account  type  01  BFs  will  be  processed  manually  upon  enactment  of  the 
general  appropriation  act  or  any  legislation  providing  BF  authorization. 


IRREGULAR  BALANCES 

All  negative  balances  MUST  be  resolved  by  June  30,  1993.  Please  contact  one  of  the  following 
people,  at  the  Office  of  the  Comptroller,  if  you  have  a  negative/irregular  balance:  type  01  accounts  - 
Michael  Weld,  type  02  accounts  -  Eric  Dickstein,  type  03  and  04  accounts  -  Kathleen  Still. 
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-  OPENING 


FY94  TRANSITION  &  CHART  OF  ACCOUNT  ISSUES 

In  May  6,  1993  reference  and  financial  tables  will  roll  into  FY94  tables.  Departments  should  review 
their  Chart  of  Accounts  (organization  codes)  and  optional  features  (expense  budgets,  sub-organization 
codes,  etc.)  to  determine  if  the  current  structure  is  meeting  the  department's  needs.  Departments  have 
the  opportunity  to  modify  department  defined  tables  (ORGN,  SORG,  etc.)  or  request  modification  to 
tables  such  as  FDEP  after  the  tables  have  been  rolled.  At  that  time,  departments  may  begin  to  pre- 
encumber  and  encumber  funds.  Departments  should  stay  tuned  for  additional  information  through 
MMARS  news  and  memos. 


PROGRAM  BUDGETING 

The  Governor  has  submitted  House  1  in  a  program  format  for  most  Executive  Branch  departments. 
The  Legislature  will  again  consider  this  concept.  Under  the  Governor's  proposal  for  most  of  these 
departments,  funds  would  be  appropriated  and  positions  authorized  in  one  main  account  per 
department.  This  would  be  further  broken  down  into  Service  Delivery  Groups  (SDGs)  where  actual 
encumbering  and  spending  would  take  place.  In  conformity  to  the  administration's 
program/performance  budget  format,  the  current  bilingual  account  structure  is  being  temporarily  frozen 
until  the  General  Appropriation  Act  is  signed  by  the  Governor.  In  order  to  provide  for  necessary  pre- 
encumbering  and  encumbering  activity  in  MMARS,  the  existing  accounts  for  all  departments  will  be 
rolled  into  FY94.  No  dollar  amounts  will  be  loaded  in  May.  The  accounts  will  be  available  solely  to 
enable  departments  to  enter  FY94  documents.  See  the  instructions  on  FY94  Encumbrance 
Management  (page  14  below)  for  an  outline  of  department  responsibility  in  this  process.  In  addition, 
program  codes  and  program  type  (SDG)  codes  will  be  made  available  for  FY94,  and  must  be  used  in 
all  pre-encumbering  and  encumbering  activity  in  the  Executive  Branch  departments  under  the  authority 
of  the  Governor.  Upon  final  enactment  of  a  budget,  departments  will  be  responsible  to  direct 
encumbrance  and  expenditure  activity  to  the  correct  legislative  authorization.  It  should  be  noted  that 
estimated  receipts  for  federal  grants  as  indicated  in  House  1  will  be  loaded  into  MMARS  in  May. 


ENCUMBERING 

Since  House  1  will  not  be  loaded  into  the  accounting  system,  for  account  type  01  the  Office  of  the 
Comptroller  will  temporarily  lift  the  MMARS  edit  for  Obligation  Ceiling  and  later  reinstate  the  edit 
when  the  General  Appropriation  Act  is  loaded  and  the  balance  forward  program  is  processed.  Prior  to 
starting  the  pre-encumbrance/encumbrance  process,  departments  must  review  their  program  codes  and 
program  type  (SDG)  codes  with  their  Budget  Bureau  analyst,  to  ensure  conformity  with  the  SDG 
structure  embodied  in  House  1  and  to  incorporate  any  other  required  changes.  For  changes  to  program 
codes  affecting  purchase-of-service  (MM  subsidiary)  contracts,  departments  should  also  notify  the 
Division  of  Purchased  Services.  Changes  in  these  codes  should  be  in  place  prior  to  the  work  on  the 
active  documents. 
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PAYROLL 

One  of  the  primary  objectives  of  the  Office  of  the  Comptroller  (CTR)  during  the  FY94  Opening  is  to 
process  employee  payrolls  on  schedule.  To  support  this  objective,  CTR  will  roll  the  current  account 
structure  into  FY94  with  zero  dollars  ($0.00).  The  FY94  employee  payrolls  will  be  paid  as  long  as 
there  is  an  approved  interim  budget.  This  will  create  negative  uncommitted/unexpended  balance  in 
MMARS  on  the  FY94  fiscal  tables.  Departments  that  utilize  expense  budgets  should  be  sure  that  they 
establish  expense  budgets  (EBs)  for  FY94  with  zero  dollars  ($0.00).  This  will  minimize  the  creation  of 
payroll  rejects  (PRs). 

Employee  payroll  supported  by  account  types  02  (capital  appropriations)  and  03  (non-budgeted  and 
trust  accounts)  will  not  be  affected  by  the  new  budgeting  process.  The  uncommitted  /unexpended 
balance  edit  will  be  lifted  until  the  balance  forward  begins.  Employee  payroll  supported  by  account 
type  04(federal  grants)  will  be  edited  against  uncommitted  balance. 

Once  the  General  Appropriation  Act  (GAA)  is  signed  and  the  FY94  budgeting  process  is  known,  CTR, 
in  conjunction  with  MIS,  DPA,  and  FAD  will  jointly  issue  additional  instructions  to  account  for 
interim  and  ongoing  payroll  activities. 


NEW.  CONSOLIDATED  OR  DELETED  DEPARTMENT  CHECKLISTS 

As  part  of  the  FY94  General  Appropriation  Act  the  Legislature  may  create  new  departments  and/or 
consolidate  existing  departments.  Departments  affected  by  such  legislation  should  contact  Kathy 
Sheppard  of  the  Pre- Audit,  Payment,  and  Operations  Bureau  of  the  Comptroller's  Office  at  727-5000, 
ext.  266  to  request  the  New,  Consolidated  or  Closing  Department  Checklist,  which  has  been  designed 
to  facilitate  the  establishment  or  consolidation  process  by  listing  the  tasks  that  must  be  accomplished  by 
affected  departments.  These  checklists  also  contain  a  section  which  lists  the  various  internal  tasks  that 
must  be  accomplished  to  update  and  change  MMARS,  PMIS,  and  CAPS  financial  chart  of  account 
information. 


ACCOUNT  REGISTRATION-PAYROLL 

After  the  FY94  General  Appropriation  Act  is  approved  and  loaded,  departments  should  work  closely 
with  the  Budget  Bureau  (FAD)  to  ensure  that  all  new  payroll  accounts  have  been  established  on 
MMARS  reference  files.  PMIS  forms  1,  2,  and  3  must  also  be  submitted  to  the  Payroll  Unit  of  the 
Comptroller's  Office  to  register  new  accounts  on  PMIS.  These  are  two  separate  processes  and  must  be 
done  individually.  Departments  may  obtain  copies  of  the  account  registration  forms  from  the  Payroll 
Unit  of  the  Office  of  the  Comptroller.  CAPS  accounts  are  automatically  updated  when  the  payroll 
account  is  established  on  MMARS. 


FEDERAL  GRANTS 

Departments  are  reminded  to  submit  proper  documentation  to  the  Office  of  the  Comptroller  for  all 
continuing  federal  grants.    While  the  opening  of  FY94  is,  in  reality,  the  final  quarter  of  the  federal 
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fiscal  year,  departments  will  begin  receiving  federal  award  letters  in  late  summer  and  early  fall. 
Award  letters  for  Federal  Fiscal  Year  94  should  be  forwarded  to  the  Accounting  Bureau  of  the  Office 
of  the  Comptroller  and  clearly  marked  with  the  department  name,  CFDA  #,  and  appropriation.  Refer 
to  MMARS  Memo  #79  for  more  information. 


PROCESSING  TRANSACTIONS  FOR  TWO  FISCAL  YEARS 

Departments  should  take  extra  care  to  code  the  correct  budget  fiscal  year  on  all  transactions  during  the 
June,  July,  August  period.  Processing  corrections  between  fiscal  years  is  complex  and  rarely  allowed. 
If  a  department  believes  it  needs  to  process  a  correction  across  fiscal  years  they  should  contact  Dom 
Tringale,  Director  of  Accounting  prior  to  sending  the  transaction  to  the  Office  of  the  Comptroller. 
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SECTION  3:  ENCUMBRANCE  MANAGEMENT 


MMARS  is  an  encumbrance-based  system,  therefore,  all  payments  of  bills  must  reference  a  pre- 
established  encumbrance.  This  pertains  to  all  types  of  accounts,  i.e.  regular  state  appropriations, 
capital  appropriations,  non-budgeted  and  trust  accounts,  and  federal  grants. 


-  CLOSING  - 


ENCUMBRANCE  MANAGEMENT 

The  system  will  automatically  reject  Payment  Vouchers  (PVs)  and  Interdepartmental  Vouchers  (TVs) 
during  June  and  for  FY93  accounts  payable  (July  and  August)  unless  an  encumbrance  document  is 
referenced.  All  goods  and  services  paid  for  with  FY93  funds  must  be  received  by  June  30,  1993.  If 
an  acceptance  period  is  required  it  must  conclude  prior  to  the  end  of  accounts  payable. 

NOTE:  On  July  1,  1993,  the  tolerance  for  all  encumbrances  will  be  set  to  zero  percent  for 

accounts  payable  payments. 


ENCUMBRANCES  (SC.  CC.  CM.  SM.  LP.  PP.  IE.  SV) 

Departments  are  encouraged  to  finalize  all  FY93  encumbrances  during  June  1993.  No  encumbrance 
for  FY93  will  be  considered  after  June  30,  1993. 

Each  Department  must  analyze  every  encumbrance  and  determine  that  sufficient  funds  are  encumbered 
to  cover  its  FY93  accounts  payable  obligations.  If  an  increase  is  necessary,  departments  are  advised  to 
execute  the  encumbrance  transaction  as  early  as  possible,  but  no  later  than  June  30,  1993. 
Encumbrances  received  by  the  Office  of  the  Comptroller  after  June  30,  will  be  returned  to  the 
department  head. 

Any  encumbrance  balance  in  excess  of  what  is  required  for  FY93  accounts  payble  obligations  will  be 
automatically  liquidated  by  Comptroller's  lapsing  program  at  the  end  of  accounts  payable. 


ENCUMBRANCES  (PG.  PP.  PN.  PE.  PX) 

Encumbrances  subject  to  the  Department  of  Procurement  and  General  Services  should  be  processed 
according  to  the  Master  Schedule  and  the  Implementation  Checklist  following  the  instructions  issued  in 
DPGS  Memorandum  93-10  on  March  5, 1993. 
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ACCOUNTS  PAYABLE 

All  accounts  payable  bills  are  expected  to  be  fully  paid  by  August  31,  1993.  As  of  September  1, 
1993,  MMARS  will  not  allow  any  FY93  payment  voucher  (PV)  to  be  processed. 

In  early  September,  all  encumbrances  will  be  automatically  lapsed.  Departments  may  manually  lapse 
encumbrances  earlier  if  necessary  to  meet  department  needs. 

The  administration  has  filed  legislation  to  eliminate  the  September  through  October  31,  1993  extended 
accounts  payable  period.  Pending  enactment  of  this  legislation,  the  Budget  Bureau  will  not  process 
requests  for  extensions  beyond  August  31,  1993.  Even  if  the  accounts  payable  period  is  not  absolutely 
limited  to  two  months  in  statute,  the  Budget  Bureau  will  not  approve  requests  for  extension.  All 
departments  should  manage  their  late  payment  activity  in  accordance  with  a  firm  deadline  of  August 
31,  1993. 


ENCUMBRANCE  AUDIT 

Staff  from  the  State  Auditor's  Office  will  be  extensively  testing  encumbrance  cutoffs.  To  ensure  that 
departments  are  effectively  managing  their  encumbrances  and  promptly  accounting  for  their  advances, 
the  auditors  will  be  reviewing  documentation  supporting  encumbrance  balances  and  advance 
expenditures  and  delivery  dates  for  goods  and  services.  For  encumbrances  and  accounts  payable, 
MMARS  report  RPT620A,  Open  Encumbrances  at  June  30,  1993  will  be  used.  Each  Department  is 
directed  to  conduct  a  detailed  analysis  of  its  encumbrances  required  for  accounts  payable.  RPT620A 
can  be  used  as  a  control  document  to  do  the  analysis. 


OPENING 


ENCUMBRANCE  MANAGEMENT 

This  section  addresses  encumbrance  processing  in  FY94.  Highlighted  are  procedures  that  differ  from 
or  enhance  the  routine  processing  of  encumbrance  transactions.  The  MMARS  Procedures  Manual 
should  be  consulted  for  routine  questions  that  are  not  addressed  by  these  Opening  Instructions. 

FY94  encumbering  activities  will  be  available  prior  to  the  start  of  the  fiscal  year.  This  will  provide 
ample  time  to  enter  data  and  process  Service  Contracts  (SC),  Lease  Orders  (LO)  and  Interdepartmental 
encumbrances  (IE)  needed  for  July  1,  1993.  All  department  staff  and  vendors  involved  in  this 
process  must  be  made  aware  that  these  are  provisional  encumbrances  and  not  yet  legally  binding 
until  an  appropriation  bill,  passed  by  the  Legislature  and  signed  by  the  Governor,  is  available  to 
support  them.  Departments  are  responsible  for  ensuring  that  pre-encumbrances  and  encumbrances  do 
not  in  aggregate  exceed  amounts  which  they  reasonably  anticipate  to  receive  in  the  actual  FY94 
General  Appropriation  Act  (GAA).  Departments  must  make  the  appropriate  corrections  to 
encumbrances  in  July,  if:  1.)  the  final  appropriation  account  number  is  a  new  account  number,  or  if: 
2.)  the  appropriated  dollars  are  less  than  expected  and  the  amount  of  encumbrance  exceeds  the 
appropriated  funds  available.  Departments  are  responsible  for  making  corrections  in  a  timely  mariner. 


15 


Departments  may  start  processing  pre-encumbrances  and  encumbrances  (DR,  DS,  SR,  SC,  LO,  IE)  on 
Tuesday,  May  11,  1993.  Other  encumbering  transactions  may  also  be  entered,  however,  they  will 
appear  as  rejected  documents  on  the  suspense  file  until  the  GAA  is  passed.  PD  and  PG  documents  that 
are  needed  for  food  and  medicine  will  require  special  attention  if  they  are  entered  prior  to  the  loading 
of  the  GAA  and  should  be  forwarded  to  the  Department  of  Procurement  and  General  Services  (PGS) 
for  approval,  attention:  Gary  Lambert,  Deputy  State  Purchasing  Agent.  It  is  critical  that  the  budget 
fiscal  year  be  clearly  marked  on  all  documents. 

Departments  in  the  Executive  Branch  under  the  authority  of  the  Governor  must  use  valid  program 
codes  linked  to  program  type  (SDG)  codes  on  all  FY94  pre-encumbrances  and  encumbrances.  See  the 
instructions  on  Program  Budgeting  and  Encumbering  (page  10  above). 


ENCUMBERING  IN  RETAINED  REVENUE  ACCOUNTS 

A  new  MMARS  Memo  will  be  issued  shortly  discussing  this  topic. 

SHELL  CREATION  OF  CONTRACTS  AND  LEASES  FOR  FY94/APPROVED  CONTRACT  ROLL 

MMARS  Memo  #171 A  will  be  circulated  in  early  April  and  will  provide  more  information  regarding 
shell  creation  scheduled  for  May  14,  1993  and  the  approved  contract  roll  scheduled  for  June  15,  1993. 

CONTRACT  SUBMISSION 

Contractors  to  be  paid  through  the  PMIS  or  CAPS  payroll  system  must  have  approved  service 
contracts  (SCs)  in  MMARS  BEFORE  their  new  contract  numbers  are  entered  on  PMIS  or  CAPS  in 
order  to  be  paid.  Therefore,  it  is  essential  that  priority  be  given  to  those  contracts  that  affect  payroll. 
These  contracts,  as  well  as  Ready  Payment  and  other  contracts  with  a  July  1,  1993  start  date  should  be 
at  the  Office  of  the  Comptroller  by  June  25,  1993  to  insure  processing  prior  to  payments/payrolls  on 
July  6,  1993  and  ready  payments  on  July  13,  1993.  All  other  contracts  should  be  submitted  at  least 
five  working  days  prior  to  their  effective  date  in  order  to  receive  timely  approval  and  payment.  Please 
refer  to  MMARS  Memos  #76  and  #168,  the  MMARS  Procedures  Manual  section  5.3.9.,  and  the 
Expenditure  Classification  Book  for  proper  documentation,  subsidiaries  and  object  codes. 

TRANSMITTAL  FORM 

In  an  effort  to  reduce  paper,  the  generic  contract  transmittal  form  (Appendix  E)  will  be  used  in  FY94 
until  September  30, 1993  in  order  to  facilitate  transaction  processing  and  thereafter,  it  will  be  optional 
until  the  beginning  of  the  next  fiscal  year.  When  using  the  form,  please  complete  the  necessary  fields, 
for  example:  subsidiary,  whether  the  packet  is  a  PMIS,  CAPS  or  Ready  Payment  packet,  or  other 
contracts  or  leases.  Do  not  combine  contracts  from  different  categories  in  the  same  packet.  Fill  in  the 
Batch  ID  numbers,  when  applicable. 
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CREATION  OF  FY94  CONTRACTS  &  LEASES  FOR  MULTI/CROSS  FISCAL  YEARS 

Some  contracts,  including  construction  contracts,  and  leases  involve  contractual  arrangements  that 
cross  multiple  fiscal  years.  MMARS  allows  the  recording  of  the  full  obligation  of  these  contracts  and 
leases  while  encumbering  monies  for  the  current  year  only.  Each  vendor-specific  service  contract  and 
lease  should  be  completed  so  that  each  fiscal  year  commitment  is  recorded  on  a  separate  line  in  the  out- 
year  obligation  field.  Such  separation  facilitates  accurate  financial  reporting  and  increases  the  extent  of 
contract  roll  activity  that  can  be  automated  at  year  end.  OPENORDER  vendor  codes  and  Ready 
Payment  contracts  are  not  eligible  for  this  program.  LOs  with  recurring  payments  are  eligible  for  the 
Multi/Cross  fiscal  year  program;  but  will  be  rolled  into  a  reject  status.  The  Procurement  Unit  of  the 
Office  of  the  Comptroller  will  work  with  departments  to  make  the  necessary  corrections  to  SCs  and 
LOs. 

An  example  of  a  basic  multi-year  contract  is  presented  below.  This  scenario  may  vary  for  multi- 
service or  partially  third  party  financed  contracts. 

Line  01:  (Represents  current  fiscal  year  obligation).  Record  data  for 
FY94  activity,  list  the  dates  of  service  {(07  01  93  -  06  30  94)  for  full 
year  contracts)},  units  to  be  purchased,  rate  per  unit,  and  line  amount 
(the  amount  to  be  encumbered  in  FY94).  The  outyear  obligation 
should  be  left  blank. 

Line  02:  (Represents  1  [one]  future  fiscal  year  obligation).  Record 
data  for  FY95  activity,  estimating  the  costs  of  year  2  if  these  are  not 
known  exactly.  List  the  dates  of  service  (07  01  94  -  06  30  95)  for  full 
year  contracts,  units  equal  to  zero,  actual  rate  per  unit,  actual  outyear 
obligation  (the  amount  expected  to  be  encumbered  in  FY95),  and  a  line 
amount  of  zero. 

This  format  should  be  continued  until  all  future  year  obligations  are  accounted  for.  The  line  amount  of 
the  current  fiscal  year  plus  actual  outyear  obligations  must  equal  the  maximum  obligation  stated  in  the 
contract.  All  Cross  fiscal  year  contracts  and  leases  must  be  formatted  in  this  manner. 


VENDOR  AND  CUSTOMER  CERTIFICATION  (W-8/W-9) 

For  all  vendors/customers  who  are  new  to  the  payer  file  or  who  are  requesting  a  change  of  TIN,  name, 
or  address,  must  be  accompanied  by  a  Request  for  Verification  of  Taxation  Reporting  Information 
(Commonwealth  Substitute  W-9)  form.  The  purpose  of  this  form  is: 

•  To  obtain  adequate  data  from  the  Commonwealth's  vendor  population  for  tax  reporting 
purposes. 

•  To  ensure  that  the  information  about  each   customer   is   accurate  and   complete  on  the 
Commonwealth's  master  file. 
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The  majority  of  vendors/customers  will  use  the  W-9  (Request  for  Verification  of  Taxation  Reporting 
Information).  Foreign  vendors/customers  will  be  required  to  use  the  W-8  (Request  for  Certification  of 
Foreign  Status).    A  foreign  vendor/customer  is  defined  as  a  non-resident  alien  or  foreign  entity  (i.e., 
corporation).    Persons  holding  U.S.  NIS  (Naturalization  &  Immigration  Service)  residence  or  work 
permits  ("Green  Cards ")  are  considered  resident  aliens  and  should  use  the  W-9  form. 

If  you  have  any  questions  concerning  the  W-8  or  W-9  form  for  Vendors,  please  call:  Verna  Sullivan 
(617)  727-5000  ext.  389.  If  you  have  any  questions  concerning  the  W-8  or  W-9  form  for  customers, 
please  call  your  BARS  coordinator  or  the  BARS  unit  at:  (617)  727-5000  ext.  421.  Please  see 
MMARS  MEMO  #169  for  more  information  about  this  subject. 
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SECTION  4:  DISBURSEMENT  MANAGEMENT 


This  section  highlights  key  information  and  dates  for  the  processing  of  ARs,  EXs,  IVs,  PVs,  RAs,  RFs 
and  RPs  for  a  smooth  closing  of  FY93  and  opening  of  FY94.  Under  no  circumstances  should  FY93 
funds  be  used  for  FY94  expenditures  and  vice  versa. 


CLOSING 


PAYMENTS  (PV)aV) 

All  payments  after  June  1,  1993  must  reference  encumbrances.  The  system  will  automatically  reject 
Payment  Vouchers  (PVs)  and  Interdepartmental  Vouchers  (IVs)  entered  after  June  1,  1993  without  an 
encumbrance.  It  is  to  the  departments'  advantage  to  manage  payments  to  eliminate  backlog  from  prior 
months  so  that  there  is  not  an  excessive  amount  of  bill  paying  during  the  FY93  accounts  payable  mode 
during  July  and  August.  Departments  are  required  to  inform  vendors  to  deliver  all  goods  and/or 
services  by  June  30.  1993  and  to  render  all  final  invoices  no  later  than  August  IS.  1993.  If  an 
acceptance  period  is  required  it  must  conclude  prior  to  the  end  of  the  accounts  payable  period. 

The  final  warrant  of  FY93  will  include  all  payments  and  refunds  scheduled  through  June  30,  1993. 
All  payment  transactions  after  that  date  will  be  processed  in  the  FY93  accounts  payable  mode  of 
business. 


PROCESSING  OF  PVs 

Accounts  payable  PV  transactions  in  the  suspense  file  that  are  not  in  "Done"  status  overnight  on  June 
30,  1993/July  1,  1993  may  reject  on  July  1,  1993  with  a  variety  of  error  messages  and  must  be 
corrected: 

•  If  transaction  date  is  06  30  93,  or  before,  use  accounting  period  01  94  and  leave  budget 
fiscal  year  blank. 

•  If  transaction  date  is  07  01  93,  or  after,  leave  the  accounting  period  and  budget  fiscal 
year  blank. 


READY  PAYMENTS  (RP) 

The  last  ready  payment  (RP)  checks  for  contracts  ending  June  30,  1993  will  be  produced  on  May  27, 
1993.  Remaining  payments  on  those  contracts  must  be  executed  with  a  PV  transaction.  Ready 
Payment  checks  will  not  be  produced  in  June,  1993. 
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REVENUE  REFUNDS  (R¥) 

RFs  entered  into  MMARS  on  June  28,  1993  and  until  July  9,  1993  will  go  on  PEND5  and  will 
require  Comptroller's  approval.  A  duplicate  copy  of  the  RF  input  form  with  duplicate  copies  of 
supporting  documentation  must  be  submitted  to  the  Office  of  the  Comptroller,  Pre-Audit/Payment  Unit 
for  PEND5  approval.  The  Comptroller's  office  will  make  sure  that  all  FY93  refunds  are  posted  to 
accounting  period  12-93,  budget  FY  93.  RFs  will  remain  on  PEND5  until  accounting  period  12-93 
closes  on  July  9,  1993. 


REQUEST  FOR  ADVANCE  (RAVEXPENDITURE  OF  ADVANCE  (EA) 

The  department  must  account  for  all  FY93  advances  by  June  30,  1993.  This  accounting  is  performed 
through  documentation  of  the  expenditure  of  the  advance  (EA)  or  cash  repayment  of  any  balance 
remaining  by  processing  an  advance  refund  (AR).  EAs  for  FY93  advances  must  ALL  be  submitted  to 
the  Office  of  the  Comptroller,  Pre-Audit/Payment  Unit,  no  later  than  July  7,  1993  for  PEND5 
approval  and  to  clear  all  FY93  advances.  These  EAs  must  be  entered  into  MMARS  by  June  30,  1993 
with  accounting  period  12  93  and  BFY93. 

No  requests  for  advances  for  FY94  will  be  approved  until  all  FY93  advances  are  properly 
accounted  for. 


ADVANCE  RETURNS  FOR  READY  PAYMENT  (AR) 

The  Office  of  the  Comptroller,  Pre-Audit/Payment  Unit  will  prepare  the  final  accounting  for  advances 
used  in  Ready  Payments  for  FY93. 

Ready  Payment  Departments  must  prepare  and  enter  into  MMARS  the  AR  document  by  June  7,  1993 
using  DYNACASH  09801  and,  when  PEND5  status  is  achieved,  submit  the  AR  document  in  triplicate 
with  a  letter  to  the  Office  of  the  Comptroller,  attention  Pre-Audit/Payment  Unit. 

The  letter  should  reference  the  AR  document  ID#(s)  and  the  AR  dollar  amounts.  The  Pre- 
Audit/Payment  Unit  will  prepare  a  check  made  out  to  the  "Commonwealth  of  Massachusetts"  in  the 
sum  equal  to  the  amount  of  the  AR  documents  and  will  deposit  the  check  and  one  copy  of  the  AR  with 
the  State  Treasurer's  Office.  A  Treasury  date  stamped  AR  document  will  be  returned  to  the  respective 
Department.  A  copy  will  be  retained  by  the  Pre-Audit/Payment  Unit. 

The  Office  of  the  Comptroller  will  approve  the  AR  (PEND5)  when  it  is  confirmed  on  the  State 
Treasurer's  Cash  Sheet. 


EXPENDITURE  CORRECTIONS  (EX) 

EX  documents  to  correct  FY93  activity  should  be  submitted  no  later  than  the  end  of  accounts  payable. 
The  EX  should  be  prepared  in  accordance  with  the  requirements  stated  in  Section  5.8  of  the  MMARS 
Procedures  Manual.   Back-up  documentation  must  be  clear  and  justify  the  correction.   EX  documents 
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which  pertain  to  payroll  should  be  forwarded  to  the  Procurement  and  Payroll  Bureau,  attention  Michael 
Weld,  Office  of  the  State  Comptroller.  Non-payroll  EXs  should  be  forwarded  to  Accounting,  attention 
Kathleen  Still,  Office  of  the  State  Comptroller. 


INTERDEPARTMENTAL  VOUCHER  (IV) 

FY93  interdepartmental  vouchers  (IVs)  will  be  put  at  PEND5  approval  as  of  July  1,  1993. 
Departments  should  make  every  effort  to  complete  FY93  interdepartmental  activity  as  promptly  as 
possible.  PEND5  status  will  be  removed  for  IVs  after  the  accounts  payable  period  has  expired. 


-  OPENING 


BILL  PAYING 

The  goal  of  the  Commonwealth  is  to  pay  its  bills  within  thirty  days.  Departments  are  reminded  to  use 
the  "Scheduled  Payment  Date"  field  on  the  Payment  Voucher  to  schedule  the  release  of  payments  for 
the  appropriate  date.  Report  602 A  monitors  the  amount  of  time  it  takes  a  department  to  pay  its  bills, 
based  on  the  PV  date  (date  of  receipt  of  the  invoice)  and  the  weekly  warrant.  The  accuracy  of  this 
report  relies  upon  the  proper  use  of  the  PV  date  in  accordance  with  MMARS  Memo  #102  (March  22, 
1989). 


REQUEST  FOR  ADVANCES  (RAs) 

In  FY94,  advances  for  delegated  payment  systems  may  be  approved  in  the  following  areas: 

a.  AA  subsidiary  for  emergency  payroll  checks  (to  be  used  when  a  new  employee  or  a  person  on 
a  payroll  system  cannot  receive  a  paycheck  in  reasonable  time)  See  MMARS  Memo  #178  dated 
July  24,  1992; 

b.  Out  of  state  travel; 

c.  Ready  Payment  Program; 

d.  Emergency  miscellaneous  expenses; 

e.  DOR  state  tax  refunds; 

f.  Certain  entitlement  programs; 

g.  All  other  requests  for  advances  must  be  justified  by  submitting  the  advance  justification  forms 
(Appendix  F). 
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Advances  may  be  submitted  to  the  Office  of  the  Comptroller  when  on  PEND5  for  review  and 
approval.  No  request  for  advance  will  be  approved  for  FY94  until  all  FY93  advances  are  properly 
accounted  for. 


REVENUE  REFUNDS  (R¥) 

Departments  may  elect  not  to  enter  FY94  RFs  into  the  system  until  after  the  PEND5  is  removed  on 
July  9,  1993.  After  the  removal  of  the  PEND5  status  on  RFs,  departments  must  not  send  RFs  to  the 
Office  of  the  Comptroller  for  review  and  approval  since  they  will  be  scheduled  for  payment  and  obtain 
"DONE"  status  overnight.  These  RFs  will  be  treated  as  FY94  activity. 
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SECTION  5:  PAYROLL  MANAGEMENT 


This  section  of  the  closing/opening  instructions  encompasses  procedures  for  all  payrolls.  Special 
attention  should  also  be  given  to  Appendix  A:  the  Closing/Opening  Checklist,  which,  among  other 
things,  outlines  all  important  payroll  dates. 


-  CLOSING  - 


FY93  PAYROLL  FISCAL  YEAR 

Departments  are  reminded  that  state  finance  law  defines  the  budget  fiscal  year  for  all  payments 
including  payrolls  to  begin  on  July  1st  and  end  on  June  30th  of  the  subsequent  year,  therefore, 
services  rendered  by  employees  through  June  30,  1993,  must  be  charged  to  FY93.  This  is  required 
even  if  June  30th  falls  in  the  middle  of  a  payweek.  Departments  will  not  be  required  to  input  any 
exception  posting  to  effect  this  requirement.  The  split  of  payroll  charges  will  be  accomplished  by  use 
of  the  employees'  work  schedule  which  is  maintained  on  the  payroll  system.  Therefore  departments 
must  ensure  that  each  individual's  work  schedule  is  updated  to  reflect  their  actual  hours  worked.  Only 
in  this  manner  can  the  Office  of  the  Comptroller  guarantee  the  accuracy  of  the  results  for  the 
separation  of  payroll  charges  between  fiscal  years.  The  payroll  system  will  split  the  charges  for 
services  rendered  before  June  30th  and  after  July  1st  when  interfacing  with  MMARS.  PMIS  and 
CAPS  users  will  see  the  charges  related  to  the  split  week  or  month  on  one  warrant,  however,  MMARS 
users  will  see  the  charges  appear  in  two  fiscal  years  (FY93  and  FY94). 


FY93  PAYROLL  MANAGEMENT 

Departments  should  be  aware  that  effective  May  4,  1993,  accounts  which  support  payroll  will  be 
subject  to  edits  which  test  for  the  availability  of  funds.  The  Payroll  Cost  Reporting  System  (PCRS) 
will  be  the  vehicle  by  which  the  Comptroller's  Office  will  monitor  and  identify  accounts  which  do  not 
have  sufficient  funds  to  support  payroll  expenditures.  These  accounts  will  then  be  subject  to  the 
conditional  payroll  process.  Departments  should  use  the  PARIS  Payroll  to  Budget  Variance  Report  to 
monitor  their  payroll  account.  Each  department  should  be  receiving  two  versions  of  the  report. 
Report  1  displays  all  accounts  which  support  payroll  expenditures.  Report  2  identifies  those  accounts 
which  could  potentially  be  depleted  before  the  end  of  the  fiscal  year.  Departments  who  think  their 
account  will  not  support  payroll  expenditures  through  the  end  of  the  fiscal  year  should  contact  the 
Payroll  Unit  of  the  Comptroller's  Office  immediately. 


PAYROLL  REJECTS  (PR) 

A  Payroll  Reject  (PR)  transaction  is  created  in  MMARS  when  a  payroll  expense  which  is  processed  on 
CAPS  or  PMIS  cannot  be  charged  to  the  correct  account. 
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A  variety  of  reasons  contribute  to  this  occurrence  ranging  from  an  appropriation  not  being  correctly 
registered  on  MMARS  to  a  missing  expense  budget  for  the  payroll  org.  It  is  required  that  all  PR 
transactions  on  SUSF  be  reviewed  and  correct  by  July  9,  1993. 


EMPLOYEE  PAYROLL  REFUNDS 

Departments  are  required  to  conclude  processing  Payroll  Refund  Receipt  Vouchers  prior  to  June  30, 
1993.  Expenditure  Refunds  for  non-continuing  accounts  such  as  budgeted  accounts  (Type  01)  received 
after  July  1,  1993  should  be  processed  via  the  CR  transaction  and  will  be  treated  as  miscellaneous 
revenue  in  FY94.  Expenditure  Refunds  for  continuing  accounts  such  as  federal  or  trust  accounts  etc. 
received  after  July  1,  1993  should  be  processed  via  an  ER  document  and  will  be  credited  to  the 
departments'  FY94  account. 


CAPS/PMIS  FY93  SPECIAL  CONTRACTOR  PAYROLL  PROCESSING 

FY93  ends  on  Wednesday,  June  30,  1993.  The  CAPS  Contractor  Payroll  which  will  be  processed  on 
June  17,  1993  will  be  for  services  rendered  May  23-  June  17,  1993.  The  PMIS  Contractor  Payroll 
which  will  be  processed  on  June  28,  1993  will  be  for  services  rendered  June  20  to  June  26,  1993. 
Since  accounts  payable  payroll  is  not  allowed  for  contractors,  the  department  will  be  required  to 
process  special  CAPS  and  PMIS  payroll  to  pav  final  FY93  contracted  payroll  compensation. 
Departments  should  process  CAPS  and  PMIS  Payroll  on  Wednesday.  June  30.  1993.  The  CAPS 
special  payroll  will  be  for  services  rendered  June  18  to  June  30.  1993.  The  PMIS  special  payroll  will 
be  for  services  rendered  June  27  to  June  30.  1993. 

Monthly  payroll  departments  should  process  the  final  FY93  contractor  payroll  (June  30,  1993)  by 
utilizing  the  CAPS  Contractor  Special  Payroll  (CPES).  Weekly  payroll  departments  should  process  the 
final  FY93  contractor  payroll  using  the  PMIS  contractor  payroll  subsystem  0304  exception  posting. 

Please  note  that  this  will  be  the  first  year  for  PMIS  departments  to  process  a  special  June  30th  payroll 
for  contracted  employees. 

If  you  have  any  questions  concerning  the  CAPS/PMIS  special  payroll,  please  call  the  Comptroller 
Helpline  727-5995. 


CONTRACTOR  PAYROLL  REFUNDS 

Departments  have  the  option  of  processing  a  Contract  Backout  Transaction  (CB)  for  contractor  payroll 
refunds  on  both  PMIS  and  the  CAPS  payroll  system.  This  transaction  will  place  the  refund  amount 
back  into  the  appropriation  and  re-encumber  the  funds  in  the  appropriate  service  contract  if  the  refund 
is  entered  into  MMARS  and  received  by  the  Treasurer  on  July  1st.  If  the  refund  was  received  after 
July  1,  a  FY94  MMARS  CR  should  be  used. 
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ACCOUNTS  PAYABLE  PAYROLLS 

The  critical  link  of  the  accounts  payable  process  to  the  accounting  system  is  the  establishment  of  an 
encumbrance  (PH)  to  support  the  respective  accounts  payable  payroll.  The  PH  encumbrance  is  needed 
to  reserve  that  portion  of  your  account  that  will  be  used  to  support  account  payable  payrolls.  The  PH 
should  be  entered  into  MMARS  and  received  by  the  Comptroller's  not  later  than  June  30,  1993. 
Please  refer  to  MMARS  Memo  #82  for  accounts  payable  processing. 

Accounts  payable  payrolls  will  only  be  processed  for  employees  and  not  for  contractors.  Departments 
must  ensure  contractors  are  compensated  prior  to  the  end  of  the  fiscal  year  for  services  rendered  during 
the  fiscal  year.  This  may  be  accomplished  for  both  CAPS  and  PMIS  via  the  special  contractor 
processing  of  June  30,  1993.  If  you  do  not  compensate  contractors  in  the  proper  Fiscal  Year  through 
the  payroll  system  then  the  contractors  will  need  to  be  paid  with  the  payment  voucher  (PV)  transaction 
which  will  result  in  no  tax  withholding  and  the  issuance  of  both  a  W-2  and  1099.  Please  refer  to 
PMIS/CAPS  due  dates  for  FY93  closing  for  final  contractor  payroll  processing. 


COMPENSATED  ABSENCE  REPORTING 

To  facilitate  the  audit  of  PMIS  compensated  absence  reporting,  it  is  essential  that  employee  vacation 
and  sick  leave  balances  on  the  PMIS  System  and  departments'  internal  record  keeping  be  reconciled 
and  up  to  date. 

PMIS  departments  will  receive  a  copy  of  the  PMIS66,  Accumulated  Leave  Valuation,  Detailed  Level, 
as  of  April  30,  1993.  Departments  are  expected  to  review  this  report  for  accuracy  (employee  name, 
date  of  birth,  entry  date  of  state  service,  pay  rate,  appropriation  account,  vacation  and  sick  leave 
balances  -  hours  and  dollars)  and  update  PMIS,  as  needed.  Departments  should  verify  that  their 
internal  Payroll  records  agree  with  the  information  contained  on  PMIS66  and  make  all  necessary 
corrections  to  the  payroll  system  or  their  internal  records. 

Departments  should  monitor  May  and  June  payroll  activity  to  ensure  that  their  internal  employee 
vacation  and  sick  leave  balances  at  June  30,  1993  agree  with  PMIS.  This  reconciliation  process  must 
be  completed  and  all  PMIS  adjustments  made  by  July  16,  1993.  On  that  date  the  PMIS  data  as  of 
June  30,  1993  will  be  summarized  for  audit.  No  adjustments  to  June  30,  1993  data  should  be  made 
after  July  16,  1993. 


-  OPENING 


PAYROLL  BUDGETING 

FY94  has  365  days,  therefore,  departments  must  have  an  authorized  budget  which  covers  365  days 
worth  of  payroll  payments.  Having  an  approved  budget  for  365  days  will  protect  your  department  from 
incurring  a  payroll  shortfall  during  the  fiscal  year.  The  PARIS  Payroll  to  Budget  Variance  Reports  1  and 
2  can  be  helpful  tools  to  forecast  your  FY94  payroll  costs. 
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Departments  in  the  Executive  Branch  under  the  authority  of  the  Governor  must  ensure  that  all  payrolls  are 
fully  coded  either  in  LDS  or  the  Program  Budgeting  System  in  PMIS  or  CAPS,  using  valid  program  codes 
linked  to  program  type  (SDG)  codes.  See  the  instructions  on  Program  Budgeting  and  Encumbering  (page 
10  above) 


PAYROLL  DEFAULT  ACCOUNTS  -  FOR  IF  AND  PR  TRANSACTIONS 

Due  to  the  automation  of  the  conditional  payroll  process  via  PCRS,  rejected  payroll  charges  will  take 
the  form  of  two  transactions  based  on  the  nature  of  the  reject.  A  PR  transaction  will  be  created  if  the 
accounting  data  being  passed  by  PCRS  does  not  match  the  accounting  data  on  MMARS.  An  IF 
transaction  will  be  created  if  the  payroll  rejects  due  to  lack  of  funds. 

The  Insufficient  Funds  (IF)  transaction  is  a  new  transaction  which  has  been  created  by  the  CTR  to 
reflect  insufficient  funds  in  an  account  that  supports  employee  payroll.  If  a  conditional  payroll  is  run 
for  a  particular  department,  MMARS  will  create  an  IF  transaction.  The  IF  will  appear  on  the  Suspense 
File  and  departments  will  have  view  access  only.  CTR  payroll  staff  will  be  correcting  IFs  on  behalf  of 
departments.  Departments  should  note  that  payroll  checks  will  not  be  distributed.  For  further 
information  please  read  the  Payroll  Cost  Reporting  System  Guide. 

Payroll  Rejects  (PRs)  will  post  to  the  payroll  default  accounts  if  a  payroll  expenditure  cannot  update 
the  correct  appropriation/subsidiary  funding  the  employee's  position.  A  PR  will  also  be  created  if  any 
other  accounting  data  does  not  match  the  data  reflected  on  MMARS.  Departments  should  note  that 
employee  checks  will  not  be  held.  A  PR  transaction  will  appear  on  the  weekly  335 A  report  and  a 
negative  balance  will  appear  in  the  default  account.  PR  transactions  should  be  corrected  as  soon  as  they 
appear  on  the  suspense  file. 


ENCUMBRANCES  WITH  OPENORDER  VENDOR  CODES 

If  a  department  has  no  alternative  but  to  process  an  encumbrance  with  an  OPENORDER  vendor  code  to 
support  its  contractor  payrolls,  then  it  should  enter  the  letter  "Q"  as  part  of  the  document  ID  number.  The 
following  is  an  example  of  how  an  FY94  encumbrance  with  an  OPENORDER  vendor  code  should  be 
identified  to  support  contractor  payrolls: 

SCZZZ1000Q501000 


ACCOUNT  REGISTRATION 

Departments  required  to  register  new  accounts  as  a  result  of  the  General  Appropriation  Act  (GAA) 
should  see  "SECTION  2:  Appropriation  and  Account  Management". 
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IMPORTANT  PAYROLL  DATES 

CAPS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY93  CLOSING 

DATES  CAPS  FY93  CLOSING 

June  17,  1993  Deadline  for  posting  of  CAPS  contractor  hours  on 

CPEH  and  processing  of  Final  FY93  CAPS  Employee 
Payroll  for  services  rendered  during  the  following  time 
periods: 

-  Monthly  Earnings  Rate  Code;  June  1-30,  1993. 

-  Weekly  Earnings  Rate  Code;  May  23-June  26,  1993. 

CAPS  contractor  payroll  processed  for  services 
rendered  May  23  to  June  17,  1993. 

June  23,  1993  CAPS  employees  and  contractors  checks  distributed. 

June  30,  1993  Deadline  for  posting  of  CAPS   contractor  hour  on 

CPES  and  special  contractor  payroll  processed  for 
services  rendered  June  18  to  June  30,  1993. 

PH  transaction  submitted  to  CTR  for  PEND5  approval. 

July  8,  1993  Final  FY93  CAPS  contractor  payroll  checks  issued  for 

services  rendered  June  18-June  30,  1993. 

July  9,  1993  All  FY93  Payroll  Reject  (PR)  transactions  on  Suspense 

File  must  be  corrected. 

CAPS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY94  OPENING 

DATES  CAPS  FY94  OPENING 

July  22,  1993  "AA"  employees  payroll  processed  covering  the  period 

from  July  1-31,  1993  for  monthly  earnings  rate  code 
employees.  Weekly  Earnings  code  employee  payroll 
split  processed  covering  June  27,  to  July  31,  1993. 
(NOTE:  special  action  will  be  taken  to  account  for 
June  27,  28,  29  and  30  to  FY93  in  MMARS) 

July  22,  1993  FY94  contractor  payroll  processed  covering  the  period 

of  July  1  to  July  24,  1993. 

July  28,  1993  "AA"  employees  and  contractor  checks  issued. 
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PMIS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY93  CLOSING 

DATES  PMIS  FY93  CLOSING 

June  28,  1993  "AA"  and  contractor  payroll  processed  covering  June 

20  to  June  26,  1993. 

June  30,  1993  Final  FY93  contractor  payroll  processed  covering  June 

27  to  June  30,  1993. 

The  PH  transaction  submitted  to  CTR  for  PEND5 
approval. 

July  1,  1993  "AA"  employee  and  contractor  payroll  checks  issued. 

July  9,  1993  FY93  Payroll  Reject  (PR)  transactions  on  the  Suspense 

File  must  be  corrected. 

July  16,  1993  Final  corrections  to  payroll  data,  or  vacation,   sick 

leave,  appropriation  changes,  etc. 

PMIS  PAYROLL  PROCESSING  DUE  DATES  FOR  FY94  OPENING 

DATES  PMIS  FY94  OPENING 

July  6,  1993  "AA"      employees      payroll      processed      splitting 

expenditures  related  to  services  rendered  in  FY93  from 
services  rendered  in  FY94  for  pay  week,  June  27,  1993 
-  July  3,  1993.  Please  note  this  payroll  covers  four 
days  in  FY93  and  three  days  in  FY94. 

July  6,  1993  First  FY94  contractor  payroll  processed  for  services 

rendered  from  July  1  -  July  3,  1993. 

July  8,  1993  "AA"  employees  payroll  checks  issued  to  employees 

for  pay  period  June  27,  1993  -  July  3,  1993.  This 
includes  FY93  and  FY94  payments. 

July  8,  1993  Contractor  payroll  checks  issued  for  services  rendered 

from  June  27  to  June  30  and  July  1,  to  July  3,  1993. 
This  includes  FY93  and  FY94  payments. 
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ACCOUNTS  PAYABLE  PAYROLL  PROCESSING 


RUN# 

1 

2 

3 

4 

5 

6 


RUN# 

1 

2 

3 

4 

5 

6 

7 

8 


CAPS 

Required  Documentation 
Received  Bv  CTR 

July  6,  1993 

July  13,  1993 

July  27,  1993 

August  3,  1993 

August  10,  1993 

August  24,  1993 

PMIS 

Required  Documentation 
Received  Bv  CTR 

July  7,  1993 

July  14,  1993 

July  21,  1993 

July  28,  1993 

August  4,  1993 

August  11,  1993 

August  18,  1993 

August  25,  1993 


DateA/P 
Payroll  Processed 

July  8,  1993 

July  15,  1993 

July  29,  1993 

August  5,  1993 

August  12,  1993 

August  26,  1993 


DateA/P 

Payroll  Processed 

July  9,  1993 
July  16,  1993 
July  23,  1993 
July  30,  1993 
August  6,  1993 
August  13,  1993 
August  20,  1993 
August  27,  1993 
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SECTION  6:  REVENUE  (Cash  and  Receivables) 


The  clear  and  accurate  accounting  for  cash  and  revenue  is  one  of  the  most  important  elements  in  the 
closing  and  opening  of  fiscal  years  1993  and  1994.  This  section  conveys  important  information 
regarding  cash  and  receivables. 


-  CLOSING 


CASH  AND  REVENUE  MANAGEMENT 

All  cash  receipts  on  hand  at  Departments  or  on  deposit  as  of  June  30,  1993,  are  assets  and  revenue  of 
the  Commonwealth  and  need  to  be  reflected  as  such  on  the  annual  financial  statements.  The  deposit  of 
cash  receipts  must  take  place  by  July  1,  1993  and  the  accurate  processing  of  the  revenue  activity  via 
the  CR  document  by  July  1,  1993  will  best  assure  recording  and  reporting  in  the  appropriate  fiscal 
year. 

All  departments  are  now  using  the  MMARS  Billing  and  Accounts  Receivable  Subsystem  (BARS)  to 
some  degree.  All  deadlines  for  cash  received  by  the  Treasurer's  Office  apply,  including  those  that 
reference  Receivable  Events  (REs). 


CASH  CUTOFF  AUDIT 

Once  again  the  Office  of  the  State  Auditor  will  be  auditing  year  end  cut  offs  for  cash  and  receivables  to 
verify  prompt  and  proper  deposit  of  cash  and  to  ensure  the  timely  recording  of  cash  and  revenue  to  the 
correct  fiscal  year. 


CASH  RECEIPT  (CR)  AND  RECEIVABLES  (RE.  RD.  RD 

Since  MMARS  will  be  processing  transactions  for  two  fiscal  years  at  once,,  extra  care  must  be  taken  to 
ensure  that  Departmental  CRs  are  not  entered  in  the  wrong  fiscal  year.  CR  forms  and  deposit  slips  for 
cash  pertaining  to  FY93  and  transferred  to  the  State  Treasurer's  Office  must  relate  to  cash  actually 
received  by  your  Department  on  or  before  June  30,  1993. 

In  the  right  hand  corner  of  the  CR  (in  large  letters)  mark  1993  Fiscal  Year  and  indicate  the  period  of 
time  for  which  cash  was  collected.  The  Budget  Fiscal  Year  (93)  and  the  Accounting  Period  (12  93) 
fields  must  be  filled  in  when  completing  these  documents.  Also  please  time  stamp  or  mark  the  date 
transmitted  to  the  State  Treasurer.  Final  CRs  for  FY93  must  be  entered  into  MMARS  by  July  1, 
1993. 

Receipts  for  the  1994  Fiscal  Year  revenue  transferred  to  the  Treasurer  during  July  must  be  marked 
1994  fiscal  year  in  the  right  hand  corner.    Also  fill  in  the  Accounting  Period  field  (01  94)  and  the 
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Budget  Fiscal  Year  (94)  to  avoid  any  doubt  as  to  the  fiscal  year  in  which  the  cash  should  be  recorded 
and  reported. 

All  receivable  events,  receivable  increases  and  receivable  decreases  (RE,  RI,  RD)  entered  from  July  1, 
1993  through  July  9,  1993  will  require  PEND5  approvals.  The  PEND5  status  will  apply  to  all  RE, 
RI,  RD  transactions  for  FY93  and  FY94.  Departments  entering  transactions  for  revenue  earned  prior 
to  June  30,  1993  but  billed  in  July  must  notify  the  Office  of  the  Comptroller  of  this  in  writing  to 
insure  the  RE,  RI  or  RD  is  processed  as  a  FY93  transaction.  Allowing  FY93  entries  during  this  ten 
day  period  will  help  ensure  an  appropriate  GAAP  cut  off  for  receivable  activity.  Any  FY94  RE  that 
must  be  processed  prior  to  July  9,  1993  can  be  communicated  via  a  listing  (such  as  a  SUSF  listing)  to 
your  BARS  coordinator  for  PEND5  approval. 

Recurring  receivables  (RERE),  scheduled  to  generate  from  July  1,  1993  to  July  9,  1993  will  process, 
go  to  a  PEND5  status  and  be  accepted  automatically.  No  special  handling  will  be  required  for  departments 
using  RERE. 


CASH  RECEIPTS  (CR)  IN  FEDERAL  GRANT  ACCOUNTS 

As  in  prior  years,  the  Comptroller's  Office  will  assist  departments  managing  federal  grant  accounts 
requiring  federal  cash  posting  to  accommodate  accounts  payable  payments.  Federal  funds  received,  by 
the  State  Treasurer's  Office  after  July  1,  1993  will  be  credited  to  a  fiscal  1994  account.  Guidance  will 
be  issued  separately  to  departments  managing  federal  grant  accounts  to  address  the  mechanism  for 
crediting  federal  cash  received  after  July  1,  1993  to  the  proper  budget  fiscal  year. 


ADVANCE  REFUNDS  (AR).  CONTRACT  BACKOUTS  (CB).  EXPENDITURE  REFUNDS  (ER) 

AR,  CB  and  ER  documents  must  be  received  with  a  check  in  the  State  Treasurer's  Office  and  entered 
into  MMARS  for  FY93  by  July  1,  1993,  (a  check  or  wire  transfer  must  be  attached  with  these 
transactions). 

Expenditure  Refunds  for  budgetary  accounts  (Type  01)  received  after  July  1, 1993  should  be  processed 
via  the  CR  transaction  and  will  be  treated  as  miscellaneous  revenue  in  FY94.  Expenditure  Refunds  for 
continuing  accounts  such  as  federal  or  trust  accounts  etc.  received  after  July  1,  1993  should  be 
processed  via  an  ER  document  and  will  be  credited  to  the  department's  FY94  account.  For  Contract 
Backout  (CB)  transactions  received  after  July  1,  1993,  a  FY94  CR  should  be  used. 

Because  of  the  matching  process  between  Treasury  deposits  and  MMARS  documents  in  approving  AR, 
CB  and  ER  documents,  the  above  guidelines  must  be  adhered  to  in  order  to  ensure  they  are  recorded 
properly  in  both  FY93  and  FY94.  Departments  are  responsible  for  resolving  AR,  CB,  and  ER 
documents  on  the  suspense  file.  The  approval  of  AR,  CB  and  ER  documents  is  based  on  the 
information  shown  on  the  report  467A  (Advance  Refund)  and  the  Report  468A  (Expenditure/Contract 
Refunds).  Departments  should  monitor  these  reports  monthly.  Discrepancies  must  be  resolved  for  a 
proper  closing. 
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REVENUE  REFUNDS  (RF) 

Please  refer  to  SECTION  4  for  the  instructions  on  processing  Revenue  Refund  documents  during  the 
months  of  June  and  July,  1993. 


ELECTRONIC  TRANSFERS  (WIRE) 

On  July  1,  1993,  the  State  Treasurer's  Office  will  conclude  the  1993  activity  for  receipts  transferred  to 
their  office  electronically  (lock  boxes,  intermediary  banks,  or  by  courier).  Since  these  transactions  are 
for  deposits  in  the  bank  up  to  June  30,  1993,  they  will  be  considered  FY93  business. 


RECONCILIATIONS  OF  REPORTS 

To  ensure  that  cash  and  revenue  are  properly  reflected,  the  reconciliations  of  the  reports  listed  below 
are  required: 


REPORT 

REPORT 

REPORT 

REPORT 

466C 

467A 

468A 

430A 

REVENUE 

ADVANCE 

EXPENDITURE 

RECEIVABLE 

REFUNDS 

REFUNDS/CB'S 

DETAIL 

Month  of  April 

5/31/93 

5/31/93 

5/31/93 

5/31/93 

Month  of  May 

6/25/93 

6/25/93 

6/25/93 

6/25/93 

Month  of  June 

8/12/93 

8/12/93 

8/12/93 

8/12/93 

Departments  who  have  corrections  or  omissions  at  the  end  of  accounting  period  12  or  desire  any 
deviation  from  or  exception  to  these  instructions  should  contact  the  Cash  and  Revenue  Unit  at  the 
Office  of  the  Comptroller. 

To  ensure  that  accounts  receivable  are  properly  reflected,  departments  are  required  to  reconcile  the 
audit  trail  report,  Accounts  Receivable  Detail  Transaction  Activity  (RPT430A),  as  well  as  the 
Summary  Aging  Report  by  Customer  (RPT432A). 

The  above  FY  93  Revenue  Reports  will  be  issued  to  the  Departments  periodically  through  the  months 
of  July  and  August.  This  should  assist  the  Departments  with  the  resolution  of  year  end  cutoff 
problems  (for  example  TR  in  period  12-93,  while  CR  in  period  01-94). 
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-  OPENING 


RETAINED  REVENUE  ACCOUNTS 

Certain  departments  have  legislative  authority  to  spend  specific  kinds  of  receipts.  These  departments 
should  review  the  Estimated  Receipt  and  Receipt  Ceiling  amounts  loaded  on  the  MMARS  APR1  screen 
and  contact  their  Budget  Bureau  analyst  if  they  believe  an  adjustment  is  needed. 

If  the  ASTA  record  has  a  Receipt  Option  equal  to  "Y",  then  the  APR1  screen  should  show  an  amount 
greater  than  zero  in  the  Receipt  Ceiling  (and  possibly  in  the  Receipt  Floor  field,  as  well).  If  both  floor 
and  ceiling  amounts  are  zero,  revenues  deposited  will  not  update  the  account.  Ceilings  will  be 
established  when  the  General  Appropriation  Act  has  been  passed. 

If  your  department  has  further  questions  regarding  retained  revenue  accounts,  please  contact  the 
Accounting  Bureau  of  the  Office  of  the  Comptroller  before  a  deposit  is  made  to  one  of  these  accounts. 


CR  -  TR  MATCH 

Cash  deposits  received  by  the  State  Treasurer  on  or  after  July  1,  1993  will  be  credited  to  FY  1994. 
During  the  opening  of  a  new  fiscal  year,  departments  are  processing  activity  to  both  close  the  prior 
fiscal  year  (accounts  receivable)  and  open  the  new  fiscal  year.  Departments  should  pay  close  attention 
to  the  coding  of  transactions  and  the  MMARS  posting  of  transactions  to  ensure  the  proper  fiscal  year  is 
credited.  This  is  of  particular  concern  in  the  area  of  revenue.  After  July  1,  1993,  departments  should 
carefully  monitor  the  posting  of  revenue  (the  CR)  and  the  Treasury  posting  of  cash  (the  TR).  CRs  and 
matching  TRs  should  post  to  the  same  fiscal  year.  Report  466C  is  helpful  for  this  purpose. 


BILLING  AND  ACCOUNTS  RECEIVABLE  SUBSYSTEM  (BARS) 

FY93  was  the  first  full  year  of  operation  for  the  Billing  and  Accounts  Receivable  Subsystem.  All 
departments  collecting  revenue  should  be  implemented  on  BARS.  In  many  cases,  departments  may  be 
using  only  Cash  Receipts,  while  in  other  cases  it  may  mean  utilizing  the  full  array  of  BARS 
functionality.  Regardless  of  implementation  type,  the  following  information  should  be  read  to  ensure  a 
clean  transition  from  FY93  to  FY94. 


CROSS  FISCAL  YEAR  RECEIVABLE  ISSUES 

For  departments  with  FY93  receivable  balances  as  of  July  9,  1993,  those  amounts  will  be  carried 
forward  into  the  next  fiscal  year  (FY94)  and  will  remain  open  until  closed  out  by  a  cash  receipt  or 
other  transaction  referencing  the  related  Receivable  Event  (RE).  The  open  receivable  amount  will  be 
reflected  in  the  PRIOR  ACCRUED  REVENUE  field  on  the  department's  FY94  Revenue  Budget  Table 
(REVB). 

In  addition,  the  Open  Accrued  Revenue  Summary  (OARS)  table  provides  quick  access  to  multiple  year 
revenue  information. 
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FY93  GAAP  receivable  reports  will  be  run  Friday  July  9,  1993.  Departments  can  process  RE,  RI  and 
RD  documents  through  that  date  to  correct  accounts  receivable  detail  balances  as  of  June  30,  1993. 
These  balances  will  be  audited.  Unlike  the  REVB,  the  balances  in  the  GAAP  reports  will  not  change 
to  reflect  cash  collections  after  June  30,  1993. 


REVENUE  BUDGETS 


FY  93/94  REVB  ACTIONS 


DATE: 


DESCRIPTION: 


ROLL 

#1 

I 
MAY  5,  1993 


ROLL 

#2 

I 
JUNE  30,  1993 


ROLL 

#4 

I 
AFTER  GAA 
APPROVAL 
>r  >r  4-  vr 

CREATE  -APPROVED'     LOAD  "APPROVED"       ROLL  FY93  CURRENT     VERIFY  AND  EDIT 


ROLL 

#3 

I 
JULY  9,  1993 


FY94  RBs  FOR  $0.00 
WITH  INACTIVE 
STATUS 


FY94  RBs  FOR  $0.00 
WITH  ACTTVE 
STATUS 


ACCRUED  TO  FY94 
PRIOR  ACCRUED  FOR: 


A) 
B) 


REVB 
CUSF 


APPROPRIATION 
INFORMATION 
REFERENCING  THE 
APPROVED  GAA 


The  approved  FY94  RBs  for  $0.00  will  contain  SDG  codes  based  on  the  coding  of  revenue  budget 
accounts  developed  for  House  1 .  The  use  of  SDG  codes  in  REVB  will  continue  to  obviate  the  need  for 
program-coding  subsequent  individual  revenue  transactions  in  MMARS  during  FY94. 


BARS  TABLES  CONTROLLED  BY  THE  COMPTROLLER'S  OFFICE 

Certain  BARS  tables  are  controlled  by  the  Comptroller:  Revenue  Options  Table  (ROPT),  Collections 
Control  Table  (CCTL)  and  Department  Revenue  Source  (DRSC). 

DRSC  entries  are  requested  by  departments,  approved  by  and  then  entered  by  Comptroller's  Office. 
Departments  should  verify  that  DRSC  entries  are  valid  for  the  new  fiscal  year  and  request  table 
changes  if  necessary. 

Although  ROPT  and  CCTL  are  global,  statewide  tables,  departments  should  re-familiarize  themselves 
with  them  in  the  event  that  their  business  practices  require  additional  table  changes. 

Departments  that  made  use  of  the  Billing  Rate  Table  (BRTE)  in  FY93,  should  verify  that  the 
information  contained  on  this  table  is  valid  for  FY94.  BRTE  is  department  maintained. 

DRSC,  ROPT,  CCTL  or  BRTE  will  be  rolled  into  FY94  if  no  changes  are  requested. 

Contact  Mary  Ann  Myers  at  727-5000  ext.  422  with  questions  and/or  table  updates  for  BARS. 


34 


SECTION  7  GAAP 


GENERALLY  ACCEPTED  ACCOUNTING  PRINCIPLES  (GAAP) 

The  Commonwealth  has  issued  an  audited  Comprehensive  Annual  Financial  Report  (CAFR)  with 
financial  statements  prepared  according  to  Generally  Accepted  Accounting  Principles  (GAAP)  since 
FY86.  Since  FY90,  the  CAFR  received  an  unqualified  ("clean")  opinion  from  the  independent 
auditors,  and  the  CAFRs  for  FY90  and  FY91  have  been  awarded  the  Government  Finance  Officers 
Association's  (GFOA)  Certificate  of  Achievement  for  Excellence  in  Financial  Reporting.  The  FY92 
CAFR  has  also  been  submitted  to  the  GFOA  Certificate  of  Achievement  Program. 

These  GAAP  basis  CAFRs,  and  their  recognition  for  excellence,  are  increasingly  important  to  the 
financial  community  as  a  measure  of  the  Commonwealth's  fiscal  responsibility.  The  CAFR  depends 
upon  individual  and  Departmental  efforts  to  prepare  timely,  accurate  GAAP  reporting  packages. 

The  basic  FY93  departmental  GAAP  reporting  packages  are  due  Friday,  August  6,  1993.  They 
address  the  following  areas: 

Accounts  Receivable 

Compensated  Absences  -  Vacation  and  Sick  Leave  Buyback 

Operating  and  Capital  Leases  -  State  as  Lessee 

Assets  Held  in  Trust 

Materials  and  Supplies 

Encumbrance  management  practices  will  again  be  relied  upon  to  provide  the  basis  for  most  accounts 
payable  reporting.  Information  from  the  fixed  asset  subsystem  of  MMARS  will  also  be  relied  upon. 

As  in  prior  years,  separate  GAAP  Instructions  will  be  published  to  provide  detailed  walk-throughs  of 
procedures  and  samples  of  forms/reports  to  be  used.  Major  points  of  emphasis  will  be: 

1).        Use  of  the  BARS   reports  to  support  analysis  of  accounts   receivable,   allowances  for 
uncollectables  and  deferred  revenue. 

2).         Special  attention  to  PMIS  payroll  data  so  that  can  be  relied  upon  to  support  accurate 
compilation  and  audit  of  compensated  absence  accruals. 

3).         Focus  on  leases,  both  operating  and  capital,  including  TELPs,  to  ensure  the  accuracy  of  FY93 
LO  data  that  is  rolled  forward  to  create  FY94  LO  shells  on  May  15. 

GAAP  concepts  and  due  dates  will  be  covered  in  Opening  and  Closing  training.  Question  and  answer 
sessions  have  been  scheduled  for  June  8,  1993  and  July  29,  1993  to  address  issues  that  arise  during  the 
preparation  process.  A  separate  training  session  on  the  specialized  reporting  requirements  of  the 
Institutions  of  Higher  Education  has  been  scheduled  for  May  25,  1993. 
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APPENDIX  A 


CLOSING/OPENING  CHECKLIST 


MAY  1993 


DATE 

APPRO/ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP 

MAY  1993: 

CONFIRM  ANNUAL 
SIGNATURE 
AUTHORITY  AT  CTR 

MAY  4, 1993 

• 

IMPLEMENT  PCRS 
PHASE  1 

EDITS  IN  PLACE  TO 
TEST  FOR  AVAIL. 
OF FUNDS 

MAY  5, 1993 

REVBROLL#l 

MAY  6, 1993 

REFERENCE  & 
FINANCIAL  TABLES 
ROLL  INTO  FY94 

FY93  ACCTS  ROLL 
TOFY94 

MAY  11, 1993 

BEGIN  PROCESSING 
FY94DR,DS,SR,SC, 
LO,  IE 

MAY  14, 1993 

GENERATE 
SR.SCLO  SHELLS 
(NODR.DS) 

MAY  25, 1993 

TRAINING  SESSION 
FOR  HIGHER  ED. 

MAY  27, 1993 

LAST READY 
PYMNT.  CHECKS 
PRODUCED  FY93 

MAY  31, 1993 

RECONCILE  REPTS 
466C,  467A,  468A, 
430A  FOR  MONTH 
OF  APRIL 

JUNE  1993 


DATE 

APPRO/ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP 

JUNE  1993 

ON-SITE  AUDITS 
BEGIN 

JUNE  1, 1993 

ALL  PAYMENTS 
MUST  NOW 
REFERENCE 
ENCUMBRANCES 

JUNE  7, 1993 

READY  PAYMENT 
DEPTS  MUST 
PREPARE,  ENTER,  & 
SUBMIT  AR 
DOCUMENT 

JUNE  8, 1993 

QUESTION  & 
ANSWER  SESSION 

JUNE  15, 1993 

APPROVED 
CONTRACT  ROLL 

JUNE  17, 1993 

CAPSEMPL.  & 
CONTRACTOR 
PAYROLL 
PROCESSED 

JUNE  25, 1993 

PMIS.CAPS  & 
READY  PYMNT 
CONTRACTS  WITH 
START  DATE  OF 
7/1/93  DUE  AT  CTR 

RECONCILE  REPTS 
466C,  467A  468A 
430A  FOR  MONTH 
OF  MAY 

JUNE  28, 1993 

RFs  GO  TO  PEND5 

PMISAA& 
CONTRACTOR 
PAYROLL  RUN 

RFsGOTOPEND5 

JUNE  30, 1993 

FY93  NEGATIVE 
BALANCES  MUST 
BE  RESOLVED 

FY93  FUNDED 
GOODS  &  SERVICES 
MUST  BE  RECEIVED 

LAST  DAY  FOR  FY93 

ENCUMBRANCES 

ALL  FY93EAs  MUST 
BE  ACCOUNTED 
FOR 

FINAL  PMIS  &  CAPS 
FY93  CONTRACTOR 
PAYROLL 
PROCESSED 

DEADLINE  FOR  PH 
SUBMISSION  TO 
CTR 

DEPTS  SHOULD 
CONCLUDE 
PROCESSING 
PAYROLL  REFUNDS 
&  RECEIPT 
VOUCHERS 

REVB  ROLL  #2 

JULY  1993 


DATE 

APPRO/ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT. 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP 

JULY,  1993: 

ON-SITE  AUDITS 
CONTINUE 

IMPLEMENT.  OF 
THE  CASH 
MANAGEMENT 
IMPROVMENT  ACT 
OF  1990 

JULY  1, 1993 

THE  TOLERANCE 
FORALLENCUMBS. 
WILL  BE  SET  TO  0% 
FORACCTS. 
PAYABLE  PYMNTS. 

FY93  IVs  GO  TO 
PEND5 

FY93PVs  IN  REJECT 
MUST  BE 
CORRECTED 

VERIFY  ALL  CASH 
RECDBY6/30HAS 
BEEN  DEPOSITED 
ATBANWIREAS. 

FINAL  DATE  TO 
ENTER  CR,CB,ERAR 
ONMMARS 

RE  JtLRD  REQUIRE 
PEND5  APPROVAL 

JULY  6, 1993 

AAEMPL.PMIS 
PAYROLL  SPLIT  FOR 
FY93&FY94 
PROCESSED 

1STFY94 
CONTRACTOR 
PAYROLL  FOR  PMIS 
PROCESSED 

JULY  7, 1993 

FY93EADOCS 
MUSTBEATCTR 

JULY  9, 1993 

1ST  AUTOMATED 
BFFORACCT. 
TYPES  02,  03,  04 

FY93  PR 

TRANSACTIONS  ON 
SUSFMUSTBE 
CORRECTED 

REVB  ROLL  #3 

MAKE  FINAL 
DEPOSITS  AT 
BANKS,  TREASURY 
FOR  FY93  CASH 
RECD. 
(CRER,CB,AR) 

FY93  RECEIVABLE 
BALANCES  ROLL 

FY93  RECEIVABLE 
REPTS.  RUN 

JULY  10, 1993 

RFs  NO  LONGER  ON 
PEND5 

RE.RLRD.RFNO 
LONGER  REQUIRE 
PEND5  APPROVAL 

JULY  12, 1993 

VERIFY  ALL  FY93 
AR,CB,ERsHAVE 
BEEN  APPROVED 

AFTER  GAA 
APPROVAL 

REVB  ROLL  #4 

JULY  16, 1993 

FINAL 

CORRECTIONS  TO 
PMIS  PAYROLL 
DATA:  VAC,  SIC 
LEAVE 

PMIS66RUNFOR 
COMPENSATED 
ABSENSES 
REPORTING 

JULY  22, 1993 

AAEMPLS.  CAPS 
PAYROLL  SPLIT  FOR 
FY93&FY94 
PROCESSED 

1STFY94 
CONTRACTOR 
PAYROLL  FOR  CAPS 
PROCESSED 

■ 

JULY  29, 1993 

QUESTION  & 
ANSWER  SESSION 

AUGUST/SEPTEMBER  1993 


DATE 

APPRO/ACCT 
MANAGEMENT 

ENCUMBRANCE 
MANAGEMENT 

DISBURSEMENT 
MANAGEMENT 

PAYROLL 
MANAGEMENT 

REVENUE 

GAAP 

AUG.  6, 1993 

BASIC  FY93  DEPT 

REPTINGPKGES. 

DUE 

AUG.  12, 1993 

RECONCILE  REPTS 
466C,  467A  468A 
430A  FOR  MONTH 
OF  JUNE 

AUG.  15, 1993 

ALL  FINAL  FY93 
INVOICES  FROM 
VENDORS 

AUG.  31, 1993 

FINAL  FY93 
PYMNTSTO 
VENDORS 

SEPT.  1, 1993 

ISAs  TERMINATE  IF 
NOT  RENEWED  FOR 
FY94 

LAPSE  FY93 
ENCUMBRANCES 

NO  FY93  PVs  WILL 
BE  PROCESSED 

rVsOFFPENDS 

SEPT.  30, 1993 

CONTRACT 
TRANSMITTAL 
FORM  NO  LONGER 
REQUIRED 

APPENDIX  B: 


List  of  Resource  and  Assistance  Persons  in  Office  of  the  Comptroller 
Telephone  Number  (617)  727-5000. 


Billing  and  Accounts 
Receivable  Subsystem  (BARS) 


Mary  Ann  Myers        (ext.  422) 


Capital  Accounts 


Patricia  McKenna       (ext.  425) 
Eric  Dickstein  (ext.  242) 


Contract  Management 

Karel  Welch 

(ext.  316) 

CTR  Statewide  Accounts 

Deb  Chalmers 

(ext.  258) 

Debt  Collection 

Dom  Tringale 

(ext.  439) 

Disbursements  Management  (Payments) 

Gabe  Campos 

(ext.  311) 

Expenditure  of  Advances 

Kathleen  O'Leary 

(ext.  381) 

Expenditure  Classification 

Jacqueline  Kassis 

(ext.  320) 

Expense  Budgets 

Michael  Weld 

(ext.  310) 

Federal  Grants 

John  DiSilvestro 
Kathie  Still 

(ext.  238) 
(ext.  247) 

Federal  Sub-Grants 

Jenny  Hedderman 

(ext.  218) 

Financial  Statements  and 
Annual  Reports 

Kathleen  Emrich 

(ext.  263) 

GAAP  Issues 

Jake  Lorentz 

(ext.  450) 

Helpline:  CAPS/GAAP/MMARS 
PMIS 

727-5995 
(ext.  285) 

Interdepartmental: 
Agreements  (Chargebacks/ISAs) 

Transactions  -  ACs 
Transactions  -  IEs 
Transactions  -  IVs 

Jenny  Hedderman 
Michael  Weld 
Karel  Welch 
Jonna  Branigan 
Cliff  Burke 

(ext.  218) 
(ext.  310) 
(ext.  316) 
(ext.  313) 
(ext.  269) 

Key  Department  Contact  Updates 

Kerry  Anderson 

(ext.  355) 

Legal 

Jenny  Hedderman 

(ext.  218) 

MMARS  Reports/ 
PHOBOS  Reports  Reprints 


Richard  St.  Louis       (ext.  388) 


Non-Tax  Revenue 


Payroll  Management 


PCRS 


Records  Management 

MMARS  Reports  Question/Issues 


Revenue  (General) 


Kathie  Still 

(ext.  245) 

Al  Dente  or 
Payroll  Unit  - 

(ext.  340) 

Jodi  Dongoske 

(ext.  205) 

Gabe  Campos 

(ext.  311) 

William  Hardin 

(ext.  394) 

John  Newell 
Eric  Dickstein 

(ext.  209) 
(ext.  242) 

Security  Profiles  - 
MMARS/CAPS/BARS 


Ed  Drea 


(ext.  293) 


Signature  Authorization 
Single  Audit 


State  Grants 

Suspense  File  Management 

Statewide  Tax  Reporting 
(1099  &  W2  Clearing  House) 

Tax  Reporting  W2  Forms 

TELP  Lease  Orders 

TELP  Lease  Payments 

Training 

Vendor  Administration 


Carol  Gross 

(ext.  230) 

Dave  LeBlanc 
Bill  Walsh 

(ext.  292) 
(ext.  286) 

Jenny  Hedderman 

(ext.  218) 

Kerry  Anderson 

(ext.  355) 

Kerry  Anderson 

(ext.  355) 

Al  Dente 

(ext.  340) 

Karel  Welch 

(ext.  316) 

Gabe  Campos 

(ext.  311) 

Coleman  Kelly 

(ext.  287) 

Kerry  Anderson 

(ext.  355) 

APPENDIX  C:  FY  94  OPENING 


TABLE  CHANGE  REQUEST  FORM 


TO:        Operations  Manager 

Office  of  the  Comptroller 
One  Ashburton  Place,  9th  Floor 

Boston,  Massachusetts  02108 


DATE: 


FROM: 


Name: 


Position: 


Dept/Organization : 


Phone: 


Table  to  be  Updated: 


Type  of  Update  Requested:  (Check  One) 


Addition      Deletion      Change 


Information  to  be  Added,  Deleted,  Changed: 


Justification: 


SIGNATURE: 


Department  Head  or  Authorized  Designee 


--(BOTTOM  SECTION  FOR  COMPTROLLER'S  USE)~ 


Logged  In  Date:     /     / 


Log#: 


Received  by  Bureau  Chief:     /     / 


Name: 


Approved: 


Rejected: 


Table  Updated?  Yes 


No 


APPENDIX  D:  FY94  OPENING 


COMPTROLLER'S  MAILING  LIST  UPDATE  FORM 


It  is  essential  that  your  Department  receive  communications  from  this  office  in  a  timely  manner.  Please  make 
copies  of  this  form  and  use  one  form  per  update.  Forward  completed  update  forms  to: 

Office  of  the  Comptroller 

Operations  Unit  (ATTN:  Nancy  Mottola) 

One  Ashburton  Place,  Room  901 

Boston,  Massachusetts  02108 


I 

Please  check  one  per 

form: 

|  Department  Head 

Q  CAPS  Liaison          [J  MMARS/CAPS  Security              [J  Chief  Fiscal  Officer 

\rj  MMARS  Liaison 

]  PMIS  Coordinator       ]  PARIS  Security  Representative  |    ]  Single  Audit  Liaison 

|  Legal  Counsel 

|  GAAP  Coordinator  []  Records  Coordinator                     |  1099MC  Coordinator 

Secretariat  Name: 

Phone: 

Name: 

(Last  Name)                                                           (First  Name)                        (Ml) 

Address: 

Phone:                                EXT: 

City: 

Zio: 

Requesting 
Department: 

MMARS  Alpha  Code: 

Signature: 


Department  Head  or  Authorized  Designee 


Phone: 


Date: 


/       / 


D-1 


FY1994...1994...1994...1994...1994.. 


TRANSMITTAL  FORM 


APPENDIX  E 


TO: 


Office  of  the  Comptroller 
Procurement  Unit 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


DATE: 


CONTACT: 


Contact  Person  for  questions  regarding  these  contracts 


Telephone  Number 


SUBSIDIARY/OBJECT  CODE: 


one  subsidiary  per  transmittal  form 


THESE  CONTRACTS  ARE: 


(CHECK  ONE  ONLY) 


PMIS 
CAPS 

Ready  Payment 
Other 


TRANS  DEPT 


ORG  7  DIGIT  ID  NUMBER         BATCH  ID 


Approved 

by  Comptroller 

onMMARS 

Yes /No 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

APPENDIX  F:  FY  94  OPENING 
ADVANCE  JUSTIFICATION  FORM 


TO:        ATTN:  Pre-Audit  and  Payment  Unit  DATE: 

Office  of  the  Comptroller 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 

FROM:  


(Department)  (Alpha  Code) 

This  justification  is  for  the  initial  Request  for  Advance  (RA).    Subsequent  modifications  for  this  appropriation, 
subsidiary  and  purpose  for  the  current  fiscal  year  do  not  require  a  Justification  Form. 

APPROPRIATION:  SUBSIDIARY:  

ANNUAL  PROJECTION AMOUNT  OF  THIS  REQUEST 


DYNACASH  ACCOUNT  NUMBER:  BANK  ACCOUNT  NUMBER: 


ARE  CHECKS  PRODUCED:         MANUALLY?  Y  or  N 

AUTOMATICALLY  THROUGH  A  COMPUTERIZED  SYSTEM        Y  or  N 

OR  WIRE  TRANSFER:  Y  or  N 

HOW  MANY  CHECKS  (APPROXIMATELY)  ARE  PRODUCED  ANNUALLY?  


WHAT  IS  THE  FREQUENCY  OF  THE  CHECKS/WIRE  TRANSFER  PRODUCED:  WHEN  NEEDED 

DAILY 
WEEKLY 
MONTHLY 
OTHER 

APPROXIMATE  NUMBER  OF  RECIPIENTS/BENEnCIARIES:       

Narrative  Justification: 


Legal  Authority:  (When  applicable) 


This  Department  will  encumber  sufficient  funds  under  this  appropriation  and  subsidiary  to  cover  this  advance  for 
services/goods  to  be  received  this  fiscal  year. 


SC: PO: 


Signature: Phone: Date:. 

Department  Head  or  Authorized  Designee 


APPENDIX  G:  FY94  OPENING 


REQUEST  FOR  APPROVAL  OF  OPENORDER  VENDOR  CODE 


THIS  REQUEST  MUST  BE  ATTACHED  TO  ALL  SC  OR  SM  DOCUMENTS  WITH  OPENORDER 
VENDOR  CODE  AND  FORWARDED  TO: 


Office  of  the  Comptroller 
ATTN:  Procurement  Unit 
One  Ashburton  Place,  9th  Floor 
Boston,  Massachusetts  02108 


PAGE  1  OF  2 


REQUESTING  DEPARTMENT: 

Complete  Mailing  Address: 


Request  Comptroller  approval  to  establish  the  following  OPENORDER  Service  Contract  or  amend  a  Service 
Contract: 

The  use  of  an  OPENORDER  vendor  code  is  NOT  considered  a  procurement  method.  "OPENORDER"  is  a  vendor 
code  that  allows  payment  to  multiple  contractors.  It  is  only  an  accounting  treatment  and  does  not  take  the  place  of 
a  procurement  method. 

A.  The  department  must  sign  a  contract  with  every  vendor  before  payment  is  made  against  this 

OPENORDER  vendor  code  transaction.   If  a  department  is  not  using  one  of  the  pre-approved  standard 
contracts  (see  I.  on  the  reverse  side),  attach  a  sample  copy  with  the  intial  request. 


B. 


SC  or  SM  Document  ID: 


TRANS 


DEPT 


ORG 


7  DIGIT  ID  NUMBER 


C.  Object  Code 


Total  Dollar  Amount: 


Estimated  number  of  vendors  per  year  to  be  paid  from  this  OPENORDER: 
Estimated  average  payment  per  year  per  vendor:  $ 


G.  Justification  for  OPENORDER  and  why  an  MSA  cannot  be  utilitzed: 


H.  Explanation  of  Service  to  be  Provided: 


I. 

Check 
:  One 

Standardized  "Form"  Contracts  for  SCs  with  OPENORDER  vendor  code. 

Commonwealth  Standard  Contract 

Purchase  of  Service  Contract  -  Non-Individual 

Purchase  of  Services  (Individuals) 

Data  Processing  Service  Contract  -  Individual  (I) 

Data  Processing  Service  Contract  -  Corporation  (C) 

Oversight 
Department 

ANF/CTR 

PGS 

PGS 

PGS 

PGS 

: 

SIGNATURES: 


Person  to  contact  for  questions  (Print  Name) 


Department  Authorized  Signature 


Approval  of  Office  of  the  Comptroller 


Telephone 


Telephone 


Telephone 


Date 


Date 


Date 


G-2 


